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Vastallation aud Operating M10Ch date 


p 
of the Smead Suaper- System 


THE SMEAD MANUFACTURING CO., INC 
LOGAN, OHIO - - - HASTINGS, MINN 









Size of Panel approximately 24” x 40” 


This chart is of sufficient size to permit easy 
identification of demonstration in large class- 


room lectures. 


As a wall hanging it is available for individual 


study at all times. 


The “Super System Chart” is mounted on 
heavy board—framed and lacquered. It will 


last for years. 


™ Smead 


MANUFACTURING CO., INC. 
HASTINGS ® MINNESOTA 
LOGAN @ OHIO 


THIS 
DEMONSTRATION WALL CHART 
WAS MADE FOR YOU 


WHAT DOES IT DO? 


Tit illustrates (in full color) a Modern 
Filing System. 


2 It illustrates and shows the purpose and 
use of the Primary or Alphabetical 
Guides—The Miscellaneous File Folder 
—The Individual Name Folder—The 
Special Name Guide—The Common 
Name Guide—Auxiliary Guides—The 
Common Name Miscellaneous Folder— 
The Outguide, ete. 


3It shows where certain types of corre- 
spondence should go and why. 


4 It tells where to put numbers and names. 


5 With this chart comes a series of folders 
containing helpful information on filing 
methods: 

(A) Alphabetical (B) Geographical (C) 


Chronological (D) Numerical. 


$5.00 purchase price (includes series of 
filing folders.) (Shipping charges pre- 


paid. ) 


Smead Manufacturing Co. Inc. 

Hastings, Minn. 
Gentlemen: 
Yes, we want you to send us the full color demonstration 
chart demonstrating the use of “The Super System 
prepaid at $5.00. 
Purchaser 
Address 


City 
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Attention of 


Enclosed Payment........................ = 































What every boss should know 
about his secretary! 


@ She doesn’t mind hard work .. . but she hates needless pressure. 
(Perhaps even more than her boss, she appreciates the efficient 
flow of work that follows an installation of the new Dicta- 
phone dictating machine, the TIME-MASTER *5.”) 

@ She doesn’t mind staying after five . . . but she does resent 

overtime that could have been avoided. 
(TIME-MASTER is instantly ready for dictation. There's no last 
minute pile-up of u ork for her to catch up u ith.) 

@ She wants to be sure of what her boss said— without asking him 

to repeat himself. 
(TIME-MASTER reproduces his voice with electronic fidelity ... 
she has control of volume, tone, speed and back-spacing.) 

@ She doesn’t want to spend time in routine typing that could be 

put to better use assisting her boss in other ways. 
(When both use the TIME-MASTER she can breeze through 
typing without interruption, and at her convenience.) 
Secretaries know that the man who uses a TIME-MASTER gets 
more done... and the man who gets more done is the most suc- 


cessful man, the best kind of boss to have! 


Why not ask your boss to send in the coupon below? Or look 
into the TIME-MASTER yourself before he investigates it. 












The Dictaphone TIME-MASTER “5,” world’s 
most versatile dictating machine—for your boss, for 


you, Or as a ¢ ombination recorder and trans riber. 


DICTAPHONE CORPORATION, Dept. TS24 
420 Lexington Avenue, New York 17, N. Y. 


s I am a secretary Please send me your tree 


DICTAPHONE <_.7 


CORPORATION 


booklet ‘‘Designed for Transcription.” 





a I am a boss Please send me your free de- 


scriptive booklet “Success.” 





Ask your boss to 
clip this coupon—for better 
dictating for both of you! 


Nome —__ ——EEE a 





Company ——————————— — — 





Street — a — 








Saw eee ee ee ee oe 


City & Zone ——————— — 
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OQ OUR COVER—Pretty enough to mak 
you an extra special Valentine is this 
lovely princess-line coat dress by McKet- 
trick. Made of Burlington’s new shrink- 
resistant rayon-cotton faille, it will stand 
out stifdy so that the full skirt will do 
waist-whittling tricks for your figure. The 
dress comes with its own perky, striped 
bow. Available in navy, black, candle- 
light beige. Sizes 10 to 20. Priced about 
$17.95. At B. Altman & Co., New York: 
Jelleff's, Washington; Charles A. Stevens, 
Chicago; Crowley Milner Co., Detroit; 
J. W. Robinson, Los Angeles, and other 
leading stores throughout the country. 


She Works at Random 


iT Ranpome House, we should 
amend, for the secretary you meet on 
page 9 of this issue certainly never works 
in a haphazard or aimless fashion! She 
happens to be secretary to Bennett Cerf, 
famous author, columnist, TV panelist, 
and founder of the large publishing con- 
cern just mentioned—Random House. 
Though, in his newspaper columns, Mr. 
Cerf often refers to his secretary as 
“Jezebel.” her real name is Pauline Kreis- 
wirth: and she has a secretarial job we 
know you'll be interested in reading about. 


Want to Learn Spanish? 


RECENTLY we received a letter from 
one of our Spanish readers in Havana, 
Cuba, which reads: 

“I would like to meet someone, spe- 
cially a Secretary, having a real enthus- 
iasm to get fluent knowledge on Spanish, 
as I would with the English. It would be 
attempt through translations method in 
both languages, in this way: 

l. Half a page of a sheet must be 
written two space, then the translation 
in the same way on the other half of 
the sheet. 

2. He send it to me for corrections, as 
I do the same with mine to him. 

Specially if there is some work of the 
job on this matter of English-Spanish 
language, we could help each other. 

I have been working for fourteen years 
at the same Company, being actually See- 
retary to the Manager. Could you put m 
in touch with someone who really would 
like to waste the time in what I wish? 
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How about it? Any of you interested in 
helping this gentleman with his English 
while, at the same time, having him help 
you obtain a fluent command of Spanish? 
We think it sounds like a great deal of 
fun. If you do, too, just drop us a line 
and we will send you the name and 
address of this Cuban gentleman. 


Just a Reminder 


ANY OF YOU SECRETARIES wonder why, 
if your first January pay check changed 
a bit, unexpectedly? You must have for- 
goiten that automatic increase in your 
Social Security contribution that went in- 
to effect last month for both you and 
your employer (January 1, to be exact )! 
What do we mean by automatic? Well, 
the 1950 amendments to the Social Se- 
curity law provided the following auto- 
matic increases in rate of payments: 1951- 
53, ls per cent; 1954-59, 2 per cent; 
1960-64, 2% per cent; 1965-69, 3 per cent; 
1970 and after, 34 per cent. 

Wages earned up to $3600 a year are 
taxable. The old maximum contribution 
per individual was $54 a year. From 1954 
through 1959, unless Congress changes 
the rate, the maximum will now be $72 a 
year. This money, invested by both you 
and your employer, is to assure you a 
monthly income after you are sixty-five. 


A Club “Special” 


LAST MONTH we. told you how your 
club could benefit by taking group sub- 
scriptions to Topay’s Secretary. This 
month we have still another “special” for 
club groups. General Mills, Inc., has in- 
formed us that they are now ready to send 
out their newest filmstrip, “Fashions in 
Food.” This silent filmstrip, in 35 mm 
color, can be obtained free of charge, on 
a snort-term loan, by all clubs. It is ac- 

jnpanied by a narration guide for the 
| ader and points out the importance of 
using proper-sized pans when baking. If 
your group is in the habit of baking their 
own refreshments for club meetings, this 
film is a must. Write to General Mills 
Film Library, 400 Second Avenue South, 
Minneapolis 1, Minnesota. 
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"Italian cut and 
gypsy earrings!" 
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_.. this timeit’s Twins! | 


NEW MORRIS 
double 
SAFE-T-SET 
Y 


won't spill—can’t leak 


_ Puddle- 


“* Proof! 


Here’s the ultimate in writing convenience—the new Morris Safe-T-Set 
with the exclusive Morris Safety Feature. Tip it... Tilt it... Turn it 
upside down. Won’t LEAK. Can’t SPILL. It's PUDDLE-PROOF! Ideal for the 
busy executive who desires two styles of pen points (for signatures AND 
detail work) and/or two colors of ink. Each base holds full two-ounce 
ink supply. The Morris Safe-T-Set has the pen with a point in your favor 
—a Morris hard-tip point. A point to suit your individual writing style. 
Eye-pleasing design ...in all popular colors. The finest desk set at ANY 
price. WRITING’S BELIEVING. 
(See your stationer or office supplier today.) 


BERT M. (\orRIS CO. 


8651 WEST THIRD STREET, LOS ANGELES 48, CALIF. 
In New York: 381 Fourth Avenue 
In Canada: McFarlane Son & Hodgson, Ltd. 
" Montreal, Quebec . 


ine Cake ae 


and OH... 
I HAVE to be late! 


EZERASE is the 25 percent cotton bond 
paper that could have saved Betty this 
kind of overtime. Ezerase is the fine 
paper with this great advantage — clean 
with a pencil eraser, and no one will 
ever be able to detect the erasure 
There’s no smudge and no roughened 
paper. Made in standard Bond and 
Onion Skin weights. 




















Write us on your company letterhead for free sample 
EZERASE and “Letters for Signature” folder. 


of 












= MILLERS FALLS PAPER COMPANY 
= £5 5 Millers Falls, Massachusetts Dept. S-2 
¥ 


. Please send me the FREE sample of EZERASE 
od By Busine 
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‘GRASERSTIK 





gives a 
girl a 

helping 
HAND 


A beautiful \etter— 
yet one miserable 
error stands out like 
a gravy stain on the 
Queen’s robe. 


A smart Secretary 
neither swears (un- 
der her breath) nor 
despairs. She reaches 
for her handy White 
Polished ERASERSTIK 


ice) v.8.A. 7099 B 


. one, two, three, 3 
a quick flick ... and |? 
the error is erased, lz 


leaving not a ghost. 


It’s like having a 
third hand, this 
wood-encased pol- 
ished beauty. Easily 
sharpened with knife 
or mechanical sharp- 
ener. 





. 


AWFAaBER GRASERSZIK GLsEWI® V.8.0.7099 





Ask your Dealer 
for ERASERSTIK— 
and make sure the 
ERASERSTIK name 1S 
on it. Don’t let him 
sell you something 
“just as good” be- 
cause there’s nothing 
just as good. 


7099} <— 
7099B with brush 


AWFABER ERASERS TIK 








FABER-CHSIELL 


PENCIL COMPANY, INC., NEWARK 3, NJ 














ASKS THE 





MADELINE s. 


STRONY © R. ROBERT 


NESSIE: Hi all! How are vou? Still 
k eping those New Years re solutions 


we wore talking about last month? 
Ordinarily IT wouldn't bother to tell vou 
this. but since the birthday of truthful 
George Washington is looming betore me 
this month. | figured Td better contess 


that Ive broken a couple of my own good 
One 


is starting this meeting 


mitentions already. resolution I aim 


to keep however 


on time. so Td better get to it right now. 
Ovun FIRST QUESTION, Mrs. Strony, is for 
vou. A New York secretary writes: “Dur- 


ing an interview for a secretarial position, 


would it be proper for the applicant to 


mention or show anv letters of Commen- 
dation that he mav have received from a 
previous cmplover? It. so, at what tira 
during the interview would this presenta- 
tion be most efkective?” 

Srrony: Most cmploye rs discount such 
letters of commendation and preter to 
check applicants’ references themselves. 
You sec Tessie. employers occasionalls 


vive letters that speak rather highly Ot a 
person's good points but fail to mention 
the poor ones. Phat is why the emplover, 
either by t< lephone or letter 
get the 
favorable. 


can usually 
adverse criticism as well as the 
Phe letter of commendation 
shows both sides of the and 


that is why it is usually given little con- 


neve storys 


sideration. 

Pessie: A business student in Kansas 
tells us that she and two of her classmates 
reter- 
bottom of the 
last 
ton 


deciding on the 
at the 


are having trouble 
initials to use 
letters they type. Their 
DeLange. Van Ness, Soosten. 
Just should initials 
these names be typed, Doctor Lloyd? 

Lioyp: Since the 
tials 


soll 


clic 
names are 
and 
tor 


how reterence 


use of reference ini- 


lessie, 


is simply to identify the per- 
and the 
letter, one 


who 
what- 


dictated 
transcribed the 


who pt rson 


may use 





ever letters are adequate for that purpose. 
If the young lady who wrote this Ictter 
is the only typist in the office whose last 
name begins with D, using D alone would 
be enough. If there were other D’s in the 
office. then she would have to use her first 
initial too. making it PD. And if there 
another PD, then PDL would b« 
what she'd use. The same reasoning ap- 
plies to the Van and von in her class. I 


Werte 





once had a girl working with me who 
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ROSENBERG ®@ E. LILLIAN HUTCHINSOY 
just initialed herself as Von—and it w 
fully adequate and quite correct. Jus 


that the use of the 
the only important thing. 


remember initials js 


Tessie: Mr. Zoubek, a reader in Allston 
would like to know the requirements tor 
court reporting in the state of Massachu 
setts and 


also where the examination j 


viven and how much speed OT List 
have. 
ZovuBEk: So far as I know, there 
ire nO TOCQUIrenie nts laid down by law Lor 
shorthand re porters in that state 
that shorthand reporters 


are appointed by the court and serve at 


iv SSI¢ 


It is my 
understanding 


the pleasure of the court. I would suggest 


however, that this reader write to the 


Department of Education or the Civil 
Service Department in Boston for ior 
definite information 

Tessie: Here is a question tor Miss 


Hutchinson. A secretarial student in New 
York “My greatest difficulty in 
transcription lies in the capitalization of 


writes, 





names of departments 
Publicity Department. In som 
letters this department is capitalized, and 


in companies. For 
example, 


in others it is not. I am really bewildered 
by this. 

Ilurcuinson: This young lady is not 
alone in her uncertainty about the cap 
talization of names of departments. When 
the full, complete name of a department 
is given, the name becomes a proper noun 
and therefore should be capitalized; thus 

the Credit and Collection Depart- 

ment of the ABC Company 

the Department of Sanitation of the 

City of —-—-—— 

When. however, the 
general or descriptive classifications—that 
i letters a 
preterred; thus: the stock in their supply 
department (this is probably not the tul 
name of the department ). 

Because 


nouns are use d dd 


iS, aS small 


COnMMNOn NOUTS 


most correspondence from 
company refers to its own department b 
its full name, these names are more ofte® 


capitalize d than not. 


Tessie: Doctor Lloyd, this letter is di- 
rected to you. “I secretary to @ 
engineer in a large construction compa! 
in New York City. In our corresponde® 
and purchase orders, we find it necess# 
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CHARLES E. ZOUBERK ® ALAN C, LLOYD 


to use the symbol for pounds. sterling 
quite often, We should like to know thie 
proper way to make this sign on the 
typewriter when you do not have th 
special key o 

Luoyp: The fastest way to make the 
svmbol for pounds sterling is to type a 


capital L, backspace, and type a small 


~ 


x 
— 


letter f right over the capital L. But if 
this voung lady has much uSs¢ tor this 
symbol, it would be wise for her employer 
to spend the three or four dollars that 
would be necessary to r¢ pl ice the fraction 
key or the ¢@ key for the key that has th 
pounds-sterling symbol on it 

TESSU Mrs. Strony, a secretary in 
Pennsvlvania writes, “I know I am send- 
ing this letter way too late for an answer 
to appear in your December issue; but, 
just so that I'll know the 
tor next vear 


answer to this 
what are vour views on 
secretaries giving their bosses gifts. I have 
been private secretary to the personnel 
manager of a large firm for 


months 


eleven 
I am wondering if I should OI 
should not give my boss a Christmas 
present. He has a_ thirteen-year-old 
daughter. Should I give her a present 
to him? Any gift 
suggestions would also be appreciated.” 


Most secretaries, Tessie, do 


instead of giving ome 


STRONY 
not give Christmas gifts to their employ- 
ers. Instead, they send appropriate cards 
to him and members of his family. Of 
course, there are always a few exceptions 
if you have been a frequent visitor at 
his home or have been included In son 
t the family gatherings, you might want 
to send, to the family, a little gift such as 
a fruit cake or cookies. It should prefer- 
ably be a family gift rather than to the 
individual. But in most situations, my 
first statement stands. 

Tessie: Here is a question for Doctor 
Rosenberg. A Chicago secretary reports: 
‘My employer received a box of 100 un- 
ordered cigars through the mail from a 
tactory-to-consumer dealer. He asked me 
what I thought he ought to do with 
them. I told him I thought that inasmuch 
as he did not order them he was under 
no obligation to return or pay for them; 
and as they would dry out and be worth- 
less after a while, he might just as well 
go ahead and smoke them. We decided, 
however, that we'd ask you.” 


ROSENBERG: Although this voung lady’s 
boss is under no legal obligation to return 
the cigars, Tessie; once he smokes them. 
he will have to pay for them. The best 
thing to do is just to lay them aside and 
forget them. After a reasonable 
time has elapsed, the cigars may be dis- 


ibout 
carded. 

Tessie: Doctor Lloyd, a reader in New 
Jersev, wants to know if there is anv ways 
that one can type a paragraph symbol 

Lioyp: Well there are three 
ways to type the paragraph symbol. You 
can (1) type two diagonals with a half 
space between them, back space, roll the 
and then add 
a small o at the top of the first diagonal: 
(2) type a capital P in parentheses; (3) 
tvpe a capital P, back space once, and 
a small / through the P. The 
first symbol is rather tricky to make; and 
no two ever look exactly alike be- 
cause of the trick of back spacing, the last 
two methods are beginning to re place the 
first. 


T CSSI1¢ 


platen toward you slightly 


then type 


SINCE 


Tessie: Here is a long letter for Mr. 
Zoubek from a male secretary in New 
York. It contains five separate questions, 
Mr. Zoubek, but I will ask them all at 
once. First of all, this secretary would 
like to know whether a court reporter or 
a secretary has more mental 
Second question: Do the 
“hearing reporters” 


strain, 
majority of 

their own 
notes or read them to dictation machines 
and have a typist transcribe from the ma- 
chines? Third question: What can_ be 
done about a loss of shorthand speed that 
is due to letting the dictated thought run 
through your mind? Fourth question: Is 
the court reporting field overcrowded? 
Fifth question: Do the majority of re- 
porters receive transcript fees in addition 
to their base salary? 

ZouBEK: Here are the answers, Tessie 
I am afraid that 
this voung man will find “mental strain” 


transcribe 


in the same order. (1) 


in almost any job of importance that he 
might undertake. The amount of mental 
strain, however, depends upon the skills 
and knowledges that one may possess. For 
example, very litthe mental strain is in 
volved in taking dictation at 150 w a m, 
if you can write 200 wam. On the other 
hand, if you can write only 140 wam, 


CORT areS, 


ot 


aA 


=———————_—_—_—_— 


mental 
strain in writing 150 wam. This is true 
at any level of skill. (2) Most he aring 
stenographers do their own 


you will undergo considerable 


transcribe 
notes on the typewriter. Reporters in the 
higher courts, however, usually use a dic- 
tating machine. (3) The most frequent 
cause of slow speed is mental strain. This 
from the lack of a 


thorough mastery of the system. The only 


hesitation results 
solution to this problem that I can recom- 
mend is that you r¢ ad large quantities of 
shorthand and take as much dictation as 
possible at constantly increasing speeds. 
Usually the most effective way to build 
shorthand speed is to attend a school that 
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No Doubt 
About it! 


Top-of-the-List Book 
for Practically Everyone! 


PARENTS say, 
“The dictionary habit 
teaches children to 
help themselves. The 
answers to their many 
daily questions are in 
Webster's New Col 
legiate.” 





STENOGRAPHERS 
say, 

“Our office saves a lot 
of time and mistakes 
by having a New Col- 
legiate handy on every 
desk.” 


STUDENTS say, 
“The New Collegiate 
is a must in English 
and it helps in other 
subjects too. Its com- 
pact size makes it easy 
to carry.” 





No doubt about it, Webster’s New 
Collegiate Dictionary helps you write 
with more accuracy, read with more 
understanding, speak with more effec- 
tiveness — whether in business, in school, 
or at home. You have at your command 
clear definitions, exact pronunciations, 
accurate word derivations, correct spell- 
ing, word divisions, abbreviations, syn- 
onyms, general information of all kinds. 


Webster’s New Collegiate-a Merriam- 
Webster* dictionary - gives you confi- 
dence you're always right, for it is based 
on Webster’s New International Diction- 
ary, Second Edition ... “the Supreme 
Authority”? throughout the English- 
speaking world. 

Ask for Webster's New Collegiate Dictionary 
at book, department, or stationery stores. 








125,000 entries, 1,196 
pages. Unindered $5, 
INSIST ON indexed $6. De luce 
Parcs tings fo $12.60, 
a ae 

WEBSTER!" 


*Only Merriam-Webster 
dictionaries are directly 
descended from the orig- 
inal work of Noah 
Webster, America’s 
greatest lexicographer. 
They are kept con- 
stantly up to date by 
the famed permanent 
Merriam-Webster edi- 
torial staff. 


G. & C. MERRIAM CO., Springfield 2, Mass. 
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——WHY WASTE 
OFFICE TIME? 


KEE LOX “KOPY ALIGNER” 
combines highest quality 
CARBON PAPER plus 
patented collating feature 
insures speed automatically 
plus EFFICIENCY 
with LESS FATIGUE 











You cut your collating costs 
You save on the time! 


Different Weights and Finishes 
to give perfect results from One 
to Twenty Copies at a time. All 
Copies Clean while every sheet 
has astonishing wear. You may 
obtain Free Samples by contact- 
ing any of our 32 fully stocked 
Retail Branches in the U.S.A. We 
also make Carbons for every use 
and ribbons of every color for 
every machine known to the 
market. 


Kee Lox Duplicator Supplies 
are No. 1 on the market 


Just phone our Branch in your 
city for Samples of above Kopy 
Aligner or write to HOME 
OFFICE... 


KEE LOX MANUFACTURING COMPANY 


ROCHESTER 1, N.Y., U.S.A. 














offers courses in high-speed shorthand. 
(4) There is always room for a compe- 
tent shorthand reporter in the field of 
shorthand reporting. The field is not by 
any means overcrowded. (5) Most offi- 





cial shorthand reporters receive a_ base 
salary and, in addition, receive so much 
for each page that they transcribe. Free 

lance reporters, however, do not receive 
a base salary; they are usually paid only 
tor the pages that they transcribe, plus a 
certain per diem charge for attendance. 

Tessie: A secretary in Alabama directs 
her question to you, Miss Hutchinson: “In 
requesting a photographed copy of any- 
thing, I have used the word 
photostatic. For example, “Please send me 
a photostatic copy of this transcript.’ My 
employer called my attention to the use 
of this word recently; and, in checking an 
old edition of Webster’s Dictionary, I was 
unable to find either photostat or photo- 
static. Would you please explain this for 
me?” 

HutTcHINSON: The latest edition of 
Webster’s Unabridged Dictionary lists the 
noun photostat but gives no adjective 
form. Therefore, Tessie, it is quite correct 
to use the noun form 
thus, photostat copy. 


always 


as an adjective; 


Tessie: Here is another one for you, 
Miss Hutchinson. A student in Kansas 
writes: “Here is a spelling problem that 
puzzles our advanced shorthand class. 
Should a fraction, when standing alone, 
be hyphenated? We have seen it written 
both ways. For example, ‘He owns a two- 
thirds share,’ and “Three fourths of the 
crop was harvested.” 

HuTCHINSON: In business, Tessie, the 
hyphen is usually preferred, for the hy- 
phen immediately indicates that the two 
numbers are one unit. 


TessigE: This same student directs an- 
other question to Mr. Zoubek. “In the 
Manual, I have found w within a word 
written with a dash; in the dictionary, I 
see that it is written with a hook,” she 
writes. “Please explain this for me.” 

ZouBek: When way is part of a com- 
pound word and follows k, gay, or a 
downstroke, we use the “oo” hook—park- 
way, passageway, etc. In all other in- 





stances, however, we use the w-dash— 
gateway, runway, etc. I think that will 
explain the difference, Tessie. 


Tessie: Mrs. Strony, a secretary in 
Boston would like the address of the 
National Association of Secretaries. 
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Strony: This group is actually called 
“The National Secretaries Association.” 
Tessie, and it is located at 25 East 12th 
Street, Kansas City 6, Missouri. This 
young lady may be interested in knowing 
that there is a Boston chapter of the NSA. 
Professor Mary Connelly, of Boston Uni- 
versity, 1s, I believe, the sponsor. Pe rhaps 
this secretary may wish to contact her, 


TESSIE: 
question to 


A student in Illinois directs a 
Doctor Lloyd. She writes. 
“Could you please tell me, in regard to 
onionskin paper, how you can tell the 
right side from the wrong side?” 
Lioyp: The right side of 
paper, Tessie, 


onionskin 
is the side on which you 
can read the name of the watermark that 
appears on the paper. If there is no water- 
mark on the paper, it does not make any 
difference which side is used. 

Tessie: A secretary in Kansas sends an 
English question, Miss Hutchinson. She 
asks, “When a 
sentence and the 
turer precedes it, 


product appears in a 
name of its manufac- 
should this product be 
capitalized?” As an example, she gives, 
“Td like a cup of Folger’s Coffee (or 
Folger’s coftee ), please.” 

HurcHinson: The common noun fol- 
lowing the name of a product is almost 
always capitalized by the manufacturer 
or advertiser of the product, in order to 





emphasize the name. In general reading 
matter, however, a small letter is often 
used for the first letter of the common 
noun. Therefore, Tessie, 1 would say both 
styles are used; but because most business 
letters that mention the names do so in 
order to feature the name of the product, 
the capitalized style is more frequently 
used than the other. 


Tessie: Doctor Rosenberg, here is a 
legal question. A New Jersey  stenog- 
rapher writes, “One of the men in our 
office signed a subscription blank promis- 
ing to contribute $100 to the local Com- 
munity Chest. Later, he changed his mind 
and refused to pay the money promised. 
This made me so mad that I decided to 
find out if he could actually be held 
liable for the money.” 

RoseNBERG: Yes, Tessie, he can be 
held liable. Courts have held that the 
implied or the express promise of a charit- 
able organization to carry out the pur- 
pose for which a fund is being raised 
results in a valid consideration binding 
on the subscriber. 


Tessie: “I realize that a broad short- 
hand vocabulary is important to a stenog- 
rapher,” writes a stenographer in Massa- 
chusetts, Mr. Zoubek, “so in order to im- 
vocabulary, I wonder if it 
would be a good plan to practice each 
day a page or two of the Gregg Short- 
hand Dictionary Simplified? I thought I'd 
make sure you don’t have a better plan 
before I start.” 
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I’m an office worker... 
Not a household dru 


Sure | want to be clean about my work, but how can | do it when 
my linoleum desk top becomes soiled with carbon and dirt? The 
boss asked me to take a pail of soap and water and wash the 
desk . . . but it’s sloppy work, and | begin looking like a kitchen 
maid instead of a dignified office worker. And besides, | 

get enough kitchen work at home. | want to feel like a lady 


when I'm at the office. 


And just the other day | heard about, and used, 


LAN-O-ALEEN 


it's the new chemical linoleum desk top cleaner that whisks dirt and 
stains off the desk in just two minutes. It’s easy . . 
and restores the original non-glare, non-gloss finish to my desk top. That's 
for me, and for thousands of other girls who want to keep their desk tops 


clean, without using the old-fashioned sloppy method of soap and water. 


a. 
Girls @ e@ e@ tell your boss about Lin-o-Kleen, 


and suggest sending for a FREE sample. Write to: 


. keeps me clean— 


WIEMER‘S, 





Inc. 


70 VERNON STREET, DEPT. T, BRIDGEPORT, CONN. 





ZouBEK: A broad shorthand vocabu- 
lary is indeed an asset to the 
rapher, 


stenog- 
studying isolated 
words is not the way to go about build- 
ing a broad vocabulary. To begin with, 
the Gregg Shorthand Dictionary Simpli- 
fed is a reference book and not a drill 
comes across a word 
tor which they would like the theoretically 
correct outline, the Gregg Shorthand 
Dictionary Simplified will give it to them. 
Practicing all the words in the Greg 


Tessie, but 


book. If someone 


r 





Shorthand how- 


Dictionary 
ever, will result in spending time and 
effort on thousands of words that one 
may never have the occasion to use. 


Simplified, 


Finally, the words this young lady 
might practice from the dictionary will 
not stay with her unless she has an op- 
portunity to repeat them from time to 
time in context. The most effective way to 
develop a broad vocabulary (or, more 
important, develop the ability to con- 
struct shorthand outlines for a 
vocabulary) is to read and copy large 
quantities of printed shorthand such as 
that which you find right in this maga- 
ane. This reading and copying will imbed 
the shorthand characters and every possi- 
ble joining of those characters in your 
mind. With that 


broad 


knowledge of the 


characters and their joining, you will be 
able to construct an outline for a word 
even though you may never have heard 
it before. 


Tessie: Doctor Lloyd, a secretary in 
New York is¢having “a lot of trouble 
dividing words 

Lioyp: Stop right there, Tessie. If 
this young lady has trouble dividing 
words, she shouldn't divide them. And 
that’s not as silly as it sounds. If this 
young lady will go one whole day with- 
out dividing a single word, she will be 
amazed at the results. Most peopl are 
surprised to find that you can type most 
letters without dividing any 
words. The longer the letter, incidentally, 
the truer this statement is. 


busine SS 


Well, friends, that’s about all 
the questions I can squeeze into this 
meeting. “Oh, ves, there was one other 
thing I wanted to mention, though. Many 
of you are 


TESSIE: 


sending in questions and 
forgetting to include your name and ad- 
dress. If you are afraid that we may us¢ 
this personal information in our maga- 
zine, you needn't be, for we rarely men- 
tion more than your job title and the 
state you live in. The only reason we 
need your complete name and address is 
because it is our practice to send each 
person who writes us a pe rsonal reply. 
So, if we don’t receive the complete in- 
formation from you, we will have to for- 
go the pleasure of dropping you a line. 
Now, till next 


journed!” 


month—“Meeting ad- 


TODAY’S SECRETARY @ February, 1954 





















How to Make 
INVISI8 Le 
Erasures 





With a few feather-light 
strokes, a Rush FybRglass 
Eraser removes the last 
trace of an incorrect char- 
acter — makes it easy for 
you to erase and still keep 
your typing clean and pro- 
fessional-looking. 
Colorful plastic holder 
uses long-life propel-repel 
refills. It must satisfy you 
— or your money back. 


RUSH- 


~FYBRGLASS 
ERASER 


Order from your Dealer 
or send 50¢ and 
name of dealer to 
The Eraser Co., Inc. 
1068 S. Clinton St., Syracuse 4, N. Y. 























tip to a teacher 
from an executive secretary: 
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“Teach the program 
that will 
project 
student 
thinking 
right into the 


business office” 


COLLEGE 








Devaney 


SECRETARIAL PROCEDURES 





rrr rrr er 





rrr rw rr rrr were 


with Workbook for College Secretarial Procedures 


by Place 


Teachers and business workers are showing increasing interest in this 
S = 


program because of its strong emphasis on Your Future in Business. 


and Hicks 

College Secretarial Procedures «and its 
Workbook the 
the-job know-how of adjusting to and 


accompanying wive on- 
advancing in the modern secretarial job. 
Replacing lengthy discussion are short, 
direct problems and solutions dealing 


with office procedure, 





human relations, effective 
special— 
Examine the 


personality development 


. and the secretarial basics, such as 
grammar and punctuation. A complete 
teaching unit .. . no additional materials 
are needed. The Woorkbook’s lively situa 
tion problems point up and illustrate the 
text matter. The Workbook directions are 
given right in the text. 

Plan to examine this realistic doing pro 


cram. Write your nearest Gregg office today. 





New Fourth Edition of: 


words 
Hagar and Hutchinson 
Make this new 15-minute-a-day 
spelling and vocabulary program 
part of your English, Typing, and 


Secretarial Practice training. 


Now ready 


Text... 371 pages .. . list, $2.75 . . . illustrated 
Workbook .. . 366 pages . . . list, $2.25 


GREGG PUBLISHING DIVISION 
McGraw-Hill Book Company, Inc. 


New York 36, 330 W. 42nd St. 
Chicago 6, 111 N. Canal St. 


Dallas 2, 501 Elm St. 
San Francisco 4, 68 Post St 
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TODAY'S SECRETARY. | 


February 1954. 


SECRETARY TO 


Bennett Cerf 


HAT IS IT LIKE to be secretary to Bennett Cerf—writer, editor, lecturer, reg- 

ular panel member of the television series, “What’s My Line,” and founder of 
the famed publishing company, Random House? I wondered how any secretary 
could keep step with such a busy man. How could she keep him happy? 

Pauline Kreiswirth had answered my question swiftly, and there was a ring of 
sincerity in her voice as it came over the telephone. In one brief sentence she 
said of the man who edited such books as Try and Stop Me and Good for a Laugh: 
“Oh, it’s easy to keep him happy!” 

| wanted to learn more, so | was soon on my way to her office. Only two short 
blocks from Radio City, and surrounded on all sides by towering structures of the 
most modern design, is a stately old mansion with a spacious courtyard entered 
through a beautifully wrought gate in a high iron fence. Here Random House has 
its home. It seemed impossible at first glance for Modern Library books to come out 
of this old-time edifice, obviously a survivor from another era. 

Crossing the courtyard, I stepped inside the building, climbed a graceful marble 
stairway, and there I was. Perhaps it wasn’t so incongruous as it had seemed; this 
is, after all, quite a fitting setting for the imaginative world of books. 

The Pauline Kreiswirth who greeted me was no nearsighted bookworm—neither 
bun-at-the-back gal nor glamour puss! This keen, well-groomed, and gracious girl 
looked as though she could keep step with anything—from the great books of 
the past to the latest best sellers. I saw a twinkle in her eyes as she suggested that 
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| might like to see Mr. Cerf’s office. “He's the interest- 
ing personality around here,” she said, as if | couldn't 
possibly want to see her quarters. 

Mr. Cerf was out at the time, but he seemed to be 
present in every inch of his office—and many inches 
there were. I was particularly impressed by the huge 
white globes enclosing the ceiling lights, which ap- 
peared to be almost three feet in diameter. They 
looked like enormous white balloons—perhaps a touch 
of the humor for which Mr. Cerf is famous. 

Pauline explained that this room had been the mas- 
ter bedroom of the old mansion. High ceilings and 
long walls made possible wonderful bookshelves, sure- 
ly able to hold thousands of books. An oversized desk 
seemed small in such surroundings. An old fireplace 
(it looked like a good place to curl up with a book ) 
had been left intact, but added to the room was the 
symbol of today and tomorrow—a TV set! 

“I think I appreciate this room as much as Mr. Cerf 
does,” Pauline told me. “He happens to be a pacer. 
Back in our old offices, one day when I was taking dic- 
tation, his voice disappeared. I looked up and found 
he had paced right out into the hall!” 

| could see her point. This spacious room is pertect 
for a pacer. 

“I’m in the help’s quarters . . . and I mean that lit- 
erally,” she said as we went down a corridor. “This 
used to be a maid’s room when it was the Fahnestock 
Mansion. It’s small, but I'm particularly lucky. I have 
my own powder room, with a shower that has been 
added since we moved in.” 


PAULINE, who is most enthusiastic about her publishing 
job, knows she wouldn't be content working on matters 
having to do with “nuts and bolts.” as she character- 
izes the straight business world. “Perhaps I might have 
been,” she explained, “had my first job not been with 
a publishing firm. I’ve loved that kind of work ever 


since. 


It’s not all chatting with celebrities and sitting in on 


discussions with famous authors, though, she'll tell you. 
“Between the time I enter and leave this door, I do a 
lot of hard work! A girl who wants to find a job in 
publishing should know that there’s a lot of routine 
office work to do;,and she won't at once find a writer 
of best sellers beside her desk.” 

There was a light tap at her door, and in came a 
handsome man. “Will you please be sure this cable 
gets off today?” he asked. 

“Yes, Mr. Faulkner,” she quietly replied to the man 
who won the Nobel Prize in Literature—William 
Faulkner. (Perhaps many secretaries in publishing 
dont deal with celebrities, but Pauline Kreiswirth 
certainly does! ) 

Not noticing my flurry of excitement at having rec- 
ognized the famous ‘author, she went on to add that 
a girl who wants to become a writer would very well 
benefit from a job in this field. She can at least learn 
the mechanics of publishing; and, with hard work— 
keeping her eves and her ears open at the same time— 
she may find a great many advantages. If she’s alert, 
she can learn for herself what it takes to make a book 
and how it eventually gets into the book shop. And 
she will certainly never lack good reading material. If 
she works at Random House, she'll have many books 
given to her and get a liberal discount on all others. 

Pauline is a firm believer in the power of secretarial 
skills, especially good shorthand techniques. “For the 
girl who has the ability to go further, shorthand is cer- 
tainly the stepping-stone.” Just as m any other busi- 
ness, Random House has many different departments— 
filing, billing, bookkeeping. publicity, sales, editorial. 
etc.. The hours are the usual office hours, with the ex- 
ception that the girl who wants to do editorial work 
will work longer hours because she will find herself 
taking manuscripts home to read not infrequently. 

Pauline says her job is a straight secretarial one. 
Ordinarily, manuscripts do not cross her desk—except 
those very important ones, Mr. Cerf's own. Some of 


these she takes in shorthand and some she merely 
















Whenever one of Mr. Cerf's 
books is published. it means 
that Pauline will be busy 
sending out autographed 
copies. Here. surrounded by 
piles of autographed copies 
of two of Bennett Cerf’s re- 
cent books of humor. Good 
for a Laugh! and Try and 
Stop Me, Pauline busily types 
the notes that will accompany 


the books. 














types. Pauline’s typing is extremely fast. It has to be, 
in order to keep up with Mr. Cerf’s prolific writing. 

Her shorthand has to be fast, too, and it has to be 
accurate, for Mr. Cerf thinks with lightning speed and 
dictates at a very rapid clip. He has dictated many 
of his famous books to Pauline. On the other hand, 
he usually writes his columns in longhand—copy like 
“The Cerfboard,” a collection of humorous tidbits that 
appears in This Week Magazine, and “Trade Winds,” 
literary chit-chat in The Saturday Review. Pauline 
then has only to type these. She will confess that she 
looks forward to the days when the columns must be 
prepared, knowing that she has a smiling session com- 


ing up at her typewriter. 


Lone aco Mr. Cerf nicknamed Pauline “Jezebel.” At 
first, she wasn't at all sure she liked this, but the name 
stuck, and she doesn’t mind any more. He frequently) 
mentions “Jezebel” in his columns—so often, in fact 
that many know her by no other name! 

Pauline says that Mr. Cerf is very self-sufficient and 
works so rapidly that he himself, outside the office 
does much of the work that I had expected to find 
piled shoulder-high On her desk. She doesn't need at 
oversized desk and hers is not a hectic-looking one 
because Mr. Cerf is quite capable of handling most of 
the complications of his many other interests aside 
from Random House business. 

Nor does Pauline look as though she has to work 
under tension and high pressure. Of course, the real 
secret is that Mr. Cerf has such a good disposition that 
she can be relaxed. His mind works fast, and it works 
clearly. He compliments those who work for him 
(with him is what he makes it) by expecting their 
minds to keep pace with his. Not only Pauline, but 
throughout the organization, those in the Random 
House family have a job to do that Mr. Cerf expects 
will be tops in performance without his checking up 
or watching the details. The result is apparent in 


(Continued on page 52 


Pauline and her boss are 
caught in a rare somber mo- 
ment between dictation. Rare 
it is. because Mr. Cerf’s 
siarp humor often turns up 
even in his” letters. But 
Bennett Cerf is a fast dicta- 
tor, sometimes smoking a 
pipe and often pacing as he 
talks—all of which puts Pau- 
line’s sharp ears and fast 
shorthand speed to the test. 


Pauline crosses the courtyard before the stately 
mansion that is headquarters for Random House 





Mr. Cerf tries out a few stories from his column on 


Pauline, or Jezebel, as he calls her most of the time. 
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Sally. roommate Betty. and Cokes. 


T IS a cold bright-blue winter morning in Manhat- 

tan. As the Madison Avenue bus stops at the corner 
of East Fiftv-third Street. a slim figure steps down to 
the curb and hurries across the street to a skyscraper 
office building. 

Through the lobby she goes to the elevators and up 
to the seventeenth floor. Then. swinging through dou- 
ble Glass doors, she calls good mMmovning to the recep- 
tionist and walks down carpeted halls to her private 
office. Reaching it. she glances through the big win- 
dow looking uptewn. A block away, the numerals on 
the clock at L.B.M. click over: 8:54 

In a few minutes. her coat on a hanger and purse 


in the desk. she goes to files along one wall. These 


££ EL EE 


are no ordinary files but steel units sealed to guard : 
their contents. Her fingers twirl the dial of the end 
cabinet back and forward until the tumblers drop. | 
Then, with a snap of the wrist, she opens the outer . 
door and carefully slides it back and out of sight. | 

\ minute later all four doors are in place; and the 
files. which have been locked through the night, stand | 
open. 

Sally Brokaw has started her day's work, and the 
confidential files of The Coca-Cola Company are offi- 


cially ready for use. 


Sally Brokaw handles papers 





that are so important to The 
Coca-Cola Company that they 
are filed in locked cabinets. 
Here Sally twirls the dials 
that will open the file so 
that she can get out some pa- 
pers for her boss. Mr. Perrin. 














Safely sealed in these files 
are important contracts and 
documents dating from the 
early days of the company’s 
history. Sally and her boss are 
the only ones who can do re- 
search here. the only ones al- 
lowed to take material from 
the vaults. 
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Ix A COMPANY KNOWN EVERYWHERE in the world. with 


BY MARTHE GROSS 


bottlers and distributors on every continent, Sally is 
the keeper of papers so secret that they are sealed in 
vaults to be handled only by herself and one other 
person—her boss. Sally's job, one of the very top ex- 
amples of specialized filing, means that she is account- 
able for the papers of a multi-million dollar firm. Yet 
no one ever looked less like a stern sentinel or more 
like a Southern belle—which, in a way, is just what 
she IS. 

If you were to visit The Coca-Cola Company's head- 
quarters in New York and stop at Sally’s office, you'd 
find her a slim person, so petite in size that she hardly 
tops the all-important cabinets that line one side of 
the room—even when she wears her skyscraper heels. 
Her hair is crisp and curly. There’s the suggestion of 
the “Italian-Boy-Cut” to it—minus severity, however. 
Meeting Sally, even for the first time, you're certain 
that anv style that shouts out loud “severe” or “ultra” 
would be out of place. Her features are too fine; her 
voice, too soft. 

Something else about her voice—if you listen very, 
very closely when she talks about her work or about 
bowling on the office team, you may hear the slightest 
suggestion of an accent. But you have to be listening 


Yet. secret as these files 
are, they are well organ- 
ized, using simple alpha- 
betical and geographical 
breakdowns. A card index 
with special cross reference 
cards in color enables Sally 
to tell at a g ance where 


an important paper is filed 


very hard to hear it; and even then you're not sure 
that you've heard right. 

“I was born in the South—but not the Deep South,” 
she explained. “My home is in Maryland—a little 
town youve probably never heard of—Rising Sun. 
But I worked in Wilmington a long time when the com- 
pany had its headquarters there; and you can hardly 
call that “South, ” she added with a laugh. 

What about work experience before coming with 
The Coca-Cola Company, Sally was asked. “Well,” she 
said wryly, “I had one other job—for a few months— 
before applying at Coca-Cola. Then they hired me, 
and I've been with them eighteen vears.” 

Until 1947, Sally worked at Wilmington, first as 
a secretary in the accounting department, then as 
private secretary to one of the firm’s top executives: 
a man who held the job of assistant secretary- 
treasurer. Working with him, Sally began to under- 
stand more and more the structure of a giant cor- 
poration. Directors and directors’ meetings, stock- 
holders, licensees became not merely abstract terms 
but realities she dealt with every day. Some of the 
real estate papers that her boss had charge of, for 
instance, dated back to the earliest days of The 
Coca-Cola Company when “Coke” at the soda fountain 
was just becoming the rage in the South. Other papers 
linked the parent company to bottling firms all around 
the world. 


SOON AFTER WorLD War II was ended, it was decided 
to transfer headquarters fron, \Vilmington to New 
York. Since Sally’s boss retired that year, she made 
the move without him. 

With Betty Buckley, a good friend and bridge part- 
ner who also was moving from Wilmington, Sally 
went apartment hunting. In the tall, gray stone towers 
of Tudor City overlooking the East River, the two girls 
found an apartment they liked and officially became 
New Yorkers. “We weren't too sure we were coming 
to New York to stay,” Betty remarked with a wink at 
Sally, “but now that we've tried it for seven years, I 
think you might consider that we re settled.” 

The move from Wilmington without her boss meant 
something very important for Sally. She and she 
alone was the person in headquarters who could put 
her hands on contracts when they were needed and 
supply the Minute Books for stockholders’ meetings. 
She soon found that her competence had not been 
overlooked by the company. Another executive, Fred 
Perrin, was named to succeed her old boss of the Wil- 
mington period, and Sally herself was advanced to a 
new rating. Her new title was “assistant” instead 
of secretary. 

There were, in fact, so many new facets to her work 
that she felt almost as if she had started a new career. 
Both Sally and Mr. Perrin agreed that about the only 
thing in their handsome new quarters that had re- 
mained outdated was the filing system itself. It had 
“growed,” as many files do, without any particular 


pattern. (Continued on page 54) 
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is 


your boss 


LOVER OF 
CLICHES ? 


BY MARIE M. STEWART 


ells Ely Sac. Wi 


How to handle the 


| problem dictator 
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FOUR BOSS probably read somewhere that being 
y old-fashioned makes a man seem older and very 
conservative. He wants to give the impression of being 
a “sound” man, so he works at painting a picture of 
himself arrayed in sideburns and a cutaway coat. 

In no other way can vou explain his use, in this mod- 
ern age, of expressions that were in style a hundred 
vears ago. That must be why his dictation is dotted 
with such passages as “Yours of the 6th ult. received and 
contents noted.” “Thanking vou for your kind attention 
to this order, | remain,” and “This is in reply to yours 
of the 23rd inst.” No matter how hard you studied in 
school, there was no way that you could have been pre- 
pared for his out-of-date words and phrases. Your 
training has been for the correspondence of today, not 
vesterday. 

In a way, your problem could be turned into fun. 
Here you are, confronted with something entirely new 
in your experience, something for which you have had 
no preparation. The situation is a direct challenge to 
your powers of adaptability. So, let us see what vou 
can do to remain calm, cool, collected, and efficient 
while taking horse-and-buggy dictation. 


A LITTLE RESEARCH seems to be the first step indicated, 
and you have the ideal source material very handy— 
the files. Read your dictator’s correspondence and try to 
catch its favor. Make a list of any words that are new 
to you and of everything that is trite, writing your short- 
hand notes in full. After some practice, you will find 
yourself automatically abbreviating the outlines. Even 
this part of your study will help, for at least you will not 
be completely lost or startled at some of the material 
dictated when you are asked to take a letter. 

Check in your shorthand phrase book to see whether 
or not a phrase has been provided for any of the combi- 
nations you unearthed. If so, write it in your study 
notebook. If there is no phrase (and there probably 
wont be for one that is hoary with age ), devise one tor 
yourself, and add it to your study list. 

You probably will have to do a bit of studying and 
practicing after office hours in order to meet your chal- 
lenge. You would be wise to be very particular about 
your notes—length of strokes and size of circles. Good 
shorthand is always important, but it is especially nec- 
essary for you at this point. It would be a waste of 
time to practice something you could not read—em- 
barrassing, too! 


OF COURSE, THERE IS ANOTHER WAY that you can ad- 
vance yourself if you are willing to work. The path to 
stenographic success is made smooth for those who 
read and copy vast quantities of shorthand plates. 
Frequent reading and copying will help you develop 
a fast and legible style of shorthand writing. 

Remember that systematic and conscientious prac- 
tice is a can’t-lose proposition. Not only will you be able 
to take your cliché lover's dictation with ease, but you 
will also be ready. at a moment’s notice, to move on up 
to a better position. 
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What it’s like to be a 


secretary in 


BY VIRGINIA HUCK 


IKE ART LINKLETTER, do vou find people inter- 

4 esting? A bright new world is opening for secre- 
taries who do—a world where clock watching is O.K., 
pay checks are bigger, and the secretary can be boss. 

Where, you ask skeptically, is this new world? 
Well, girls who want to be private private secretaries 
will never find it. But those who like people can—sim- 
ply by becoming a private secretary in a personne] 
department or an employment agency. 

Today, in progressive personnel offices, secretaries 
are taking over many of the boss’s duties and earning 
more money as they do so. In addition to normal secre- 
tarial work. they now screen applicants for jobs and 
occasionally hire a factory or office worker. They han- 
dle minor employee complaints and take full charge 
ot employee insurance programs. For today’s person- 
nel secretary, watching the clock is not a sign of bore- 
dom, but part of her job when prospective employees 
are given tests to measure their skills, aptitudes, or 











Ewing Galloway 


personnel 


personality. All these responsibilities not only lift 
work from a routine level but increase pay checks. 

These new opportunities arose for secretaries when 
employers began using psychology tests such as the 
Kuder Profile test to help them place square pegs in 
square holes. By assigning secretaries some responsi- 
bility in hiring and firing, the personnel director can 
find time for major problems of policy and for the 
scoring and analyzing of these tests, which takes 
special training. 

What qualifications must you have to succeed as a 
personnel secretary? Three are essential: A sincere 
liking for all kinds of people, good grooming, and 
one trait that no man will concede to a woman—the 
ability to keep a secret. Obviously, all records in a 
personnel office are highly confidential. 

No special mechanical skills are required. Most 
personnel directors require some shorthand; but usu- 


ally average speed will do, At most, only a few letters 
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a day are dictated. Typing, too, need only be av- 
erage speed, for the work consists mostly of filling out 
various personnel forms—insurance, case histories, etc. 
Accuracy, however, is essential, and you must be able 
to tvpe figures correctly. 

On the whole, the qualifications for personnel work 
are pretty much the same as for any secretarial work. 
A pleasant manner, a knack for handling people, and 
willingness to assume extra responsibility, plus steno- 
graphic skills, will put you over. 

But the duties and responsibilities differ drastically 
from office to office. “Both seem to depend on the 
whim of each individual personnel director,” says one 
Minnesota State employment officer who has placed 
many secretaries. “One man wants his secretary to do 
some interviewing and testing; another man doesn't.” 
After talking to several personnel secretaries, We con- 
cluded that the directors who are most “test-conscious” 
are the most apt to train their secretaries in interview- 
ing and testing procedures. 


Vivacious MARGUERITE Day of St. Paul, Minnesota, 
for example, works for a personnel director who be- 
lieves that testing is decidedly helpful as a placement 
aid. In his small personnel agency, Jobs Unlimited, 
Don Reick is training Marguerite to be a combination 
“secretary-interviewer.” 

Marguerite, a chic, slender girl blessed with Eliza- 
beth Taylor coioring, loves the unique work combina- 
tion. Her former job as secretary to a traffic manager 
in a small Minnesota company was rather routine, so 
she looked for more challenging work. 

“A robot can pound a typewriter,” explains Mar- 
guerite. “I wanted a job that required something of 
me, and this is it! Here I talk to more than 75 people 
a week... all kinds of people . . . journalists, office 
workers, machinists, bookkeepers. It’s fascinating.” 

At Jobs Unlimited, the talented secretary greets all 
callers, records their personal histories, and finds out 
what kind of jobs they are seeking. She then refers 
them to Mr. Reick or his assistant. If an applicant is 
seeking a stenographic or clerical job, she gives him a 
shorthand, typing, and/or Minnesota Clerical test, 
monitoring and timing the applicant in the modern, 
cinnamon-hued_ reception room. Test results are 
turned over to the interviewer. Applicants are also 
offered the opportunity of taking the Kuder Profile 
(or interest ) test, to see if they might make better mu- 
sicians than typists or more efficient secretaries than 
bookkeepers. Marguerite also supervises this test work. 

As if these jobs weren't enough, she also keeps a 
full set of books for Mr. Reick, takes his dictation, 
does the filing, and keeps the reception room tidy and 
attractive. And she has fascinating odd jobs, too. 
While talking to me, she suddenly ducked under the 
interviewing counter. In a moment the room was 
filled with soft music. Explained Marguerite with a 


grin, “Our office is so small I turn on a record player 


so those in the waiting room can't hear confidential 
interviews in our two private offices.” 





Marguerite’s 8-to-5 life is proof positive that when 
you work with people, anything can and does happen. 
“Why, one day a stranger came into the agency and, 
before I could ask him what he wanted, grabbed my 
bottle of root beer from my desk, took a gulp. and 
disappeared out the door,” related Marguerite. “You 
cant get bored here!” 


EQUALLY STIMULATING and challenging is the job of 
Mary Schreyer, personnel secretary at Northrup ing 
& Company, world’s largest general seed house. Mary 
works for two personnel officers. Like Marguerite, 
she likes the job because of her contact with all kinds 
of people and responsibilities beyond normal secre- 
tarial duties. 

At Northrup King’s office in Minneapolis, Minne- 
sota, the alert, friendly brunette screens applicants for 
factory jobs, handles employee complaints of a minor 
nature, keeps employee insurance records and con- 
fidential progress reports on workers. Work is sea- 
sonal at Northrup King; and during June, July, Octo- 
ber, and November, she talks to more than 100 callers 
a week. Of these she can, on her own, screen out 
about a third for referral to her bosses. Normally, she 
contacts only 30 or so a week—either prospective em- 
ployees or people on the job. Mary handles only in- 
terviews with factory people; all others are immedi- 
ately referred to her bosses. 

Before joining Northrup King, Mary worked in a 
small suburban Minneapolis investment office but 
finds the larger company (about 800) much more fun. 
“There are always lots of girls to eat lunch with and 
many company-sponsored activities for me after work- 
ing hours,” says Mary. She smiled her pleasant, 
friendly smile and added, “I have confidential files on 
the same girls 1 eat lunch with, but I never have any 
trouble. I just don't talk shop.” 

Mary, too, has interesting incidental jobs. She sub- 
stitutes for the company nurse when necessary. (Not 
to dispense medicine, of course, but in making the 
patient comfortable and calling the doctor.) She as- 
signs parking space to employees—often a headache 
in a crowded industrial area. Most unusual, she sells 
Northrup King’s famous flower and vegetable seeds 
(Kingscrost corn for example) to employees, who buy 
at a discount. She doesn’t actually handle the seed 
packets, but she makes out purchase orders. 


AS MENTIONED EARLIER, not all personnel secretaries 
do interviewing or help with testing. In very large 
companies there usually are several personnel de- 
partments, and only trained interviewers are allowed 
to handle hiring. For example, at Brown & Bigelow, 
a St. Paul advertising firm specializing in producing 
advertising calendars and remembrances, there are 
about 4,000 employees. The factory, office, and sales 
people are hired by interviewers who have no secre 
taries, only typists to assist them. 

But personnel work doesn't stop when an employee 


(Continued on page da) 
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Want a promotion? A raise? Our handbook this month is devoted to helping you prepare 
| yourself for that all-important step up the ladder. Your skills, your personality, and your 
| judgment are all essential factors in your success. We have included here some quizzes 
, to remind you of what the boss expects, and some hints to help you qualify. 
1 
‘ 
Cd y OF vancement 
y + 
p, 
} 
iS 
a. 
y ri +f io xe y * ° . y « me . 
Do You Type Well. File Well, Follow Up Well? BY RUTH BRUNER 
e. 
of Answer the following questions, placing a check mark under the appro- 
as priate heading. “YES” checks count 5 each; “Sometimes” checks, 3 each; 
but a “NO” check gives you no credit at all. WHAT’S YOUR SCORE?— 
a 90-100, healthy ; 76-89, ailing; below 75, no hope. 
‘a- 
‘O- 
‘TS , ; YES! Sometimes No | 
|. Has your typing become so constantly and uniformly accurate that the boss no longet 
ut a rm LOY Ee EN Sahl dE Na NT ETA OES ONE, LE LT EE: Oe een 
he 2. Do these words describe your typescript—even, sharp, clean-cut type on crisp, un- 
m- FE Pe MELE R RET EER TEN LAER LN a WR EN NR ee 
In- 3}. When the boss gives you a complicated tabulation, do you mutter darkly that you hate 
di- figuring these things, or do you use the easy backspacing method of setting up tabu- 
SRITUTITIITTT-iricenscansessnseasd niche smnese ornate teens addisisaicbeacelsaia nhc deinen aeidbdaeiaaedicae toeaaibccuetdadmamaaaateleaa ties haidelandadmmadiacaiaitnakanaatdes 
.a 4. Do you always proofread copy carefully before removing it from the machine?.............0..) ccccccceccsee |sceeeeeeeee eeeeees eeeeeeee 
yut 5. Can you type artistic display work made bright with attractive centering, effective 
= use of leaders, capitals, spread letters, and justified margins?...............0.:ccccccscsccscccccccesscecees| cessscscevees |oosvesesevcosecoees Locenscoovees 
al 6. Do you actually use short cuts—chain feeding envelopes, back feeding small cards, 
\ etc., or is it too much trouble to master these timesaving techniques? ..................cccccceeseee | ceceeceeeeeees |eeceeeeeceeeeeeeen 
rk- m 
' 7. When you have a number of lines to center, do you remember that setting the tab key ‘ 
_ PERLE ERT RT ALES EE EERE ST ‘ 
e 
on i 7 , — 
8. Do vou use efficient filing equipment—a stool when vou file in lower drawers, a shelt ' 
. ui 7 ) ye } 
any to hook on the drawer handle, a sorter? Or, if not available, have you suggested that i 
Se IS TOU SI aisles scssindittedesniinivipitineiantnisticcghenacetaguiacas tesiaceiebiedbecieatinlacaailtadniaideadgitedeoeianlheeltbtaga MM atiadata hasan > 
ub- Y. Is yeur “out” or “charge” system for your files so accurate that you always know who ; 
Not SOU UNIT i nciccsaccosesnrcssshcszucsczeencestirsaeicnteccolactctlt astra bob icnetocdoslet segs bal cocaseecckdmesa ela aid cde aii eat hie ee Nar | ; 
the 10. Is your filing system so easily understood that your boss is not helpless when you're 
MN Ie TN TI icscaernccsisonssissesstcecischcuicnsoncakcsonsalaceiba alah chaare ach eahossecreresnsinnoelin vibe cee aaarneeehlianae hace wade teehee teal a caneslias 
 as- 
re ll. Do you refuse to get panicky, but look calmly and systematically until you find a | 
” ' IE IG nc csvecniies nsec sealers she aie manieaeiaaimaaainaeeiballabcitathaloiencivanacvaies cig aN siihdbiisiindignihailiat ae iid | 
sells : aa 
12. Are your files free of paper clips and other bulky fasteners that make them difficult 
| pa] | ; 
PES BP WE coisas scsenacinssicidniinsneiaaennens vhinsoihastnlsiabadeiaibaabekeban niaandaaebieigeeesmnabdearmniaesabaebontaaaesaediedee AEE aadeialienie i sntenaal 
buy 13. Do you type your second-page carbon on the back of the first page to save space in 
seed NOIRE: SEINE ....:.svcinsccessity auescaeenese ei alte tbiahate aha in cise idsabucntssetasctarapseen ahia elaine dia dadaani cen Os 
14. Are your transfer files being used to hold papers no longer needed for constant refer- 
ROE ani encvinnayisdaanuipasnvicomsvadaiaibensadanirs aostmasbiceadouduaneduyis miilunweianinnchte shuns caliibmabsibuin taialsaeeibisog aa ea aaelge ead 
aries 15. Do you maintain careful and accurate written records, refusing to rely on your mem- 
large CRY BO BOWS TI cies ccissnssncnnsstienessenenquavinixaseniosiariatnseateciatiasiniuinannvemsennmemesiahiniml daa nsatiie hiccupeduiidiaa 
de- 16. Is your tickler file so efficient that you have no trouble in reminding your employer of 
d ies ae, cent noo scccseconensnniessniahiibisninaminsesnissatuinbeisciadsthinsite!, sitaiddahedganldManeadusiasiiaiiaiiatediol toiatduiiiaaass 
we - . 
slow 7. Are you using the most effective type of memory tickler for your needs?............:ccccceceeees cosseeeeenenes leseeeeeeeeeeeeeeens | ceeeeeeeeeeens 
til 18. If vour boss has called a meeting, does it occur to you that it would be a nice gesture 
to telephone a reminder to each member on the scheduled day?..................c:.sceceseeeeeeeeeeeee | cosnenseenses [eeeeeeeeceeseceees | eoseeeeeeeees 
are ; 
Aa 19. If your memory fails when confronted with important but infrequent callers, have 
sam you set up a card file to give you the necessary details quickly?................ssssccssssesssseessee|srerssereeeses |seesereeesseseeses | ensssssesesnes 
ecre- 9 : . ; :; 
a “0. Do you practice following through on every transaction until you personally make 
OO Cam OR Bk TI ascetics sseccnacievsistsnasosctestiikesnscinieiiasttscitiea sachet eile darian cdaeipsaaaiaiiaanaaade adahaaiaa anima bnideaiaiaaniel 
loyee 
ge 53) 
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How to rate 


a Raise 


BY EVELYN EVANS 





HE GIRL at the next desk beamed happily when 

she opened her pay envelope yesterday. “We are 
pleased to inform you,” the note began, announcing 
her salary increase. How did she do it? 

You, too, want a raise! Your wardrobe would like 
it—some of your clothes are fast approaching retire- 
ment age. Your vacation plans need pepping up— 
and more of that crisp green stuff would do the 
trick. 

How? Here are ten hints. Try them. Somewhere 
along the way, you may find you've earned a raise. 
Try all ten, and you may find you've got the raise 
and climbed right into a promotion! 


Appearance 


Look the part! How’s your daily appearance? Is your 
hair as well set as it will be on Friday in anticipation 
of that evening date? Are your fingernails (that part 
of you so often in the office spotlight) carefully mani- 
cured every day? 

Do your clothes look as though you could hardly 
wait for closing time to go rushing off in your dan- 
gling earrings, your low-cut rustling taffeta, and your 
dressy strip sandals for your rendezvous with a waltz? 
Or, do you have the well-groomed air of Miss On- 
Her-Way-Up? 

Both you and your desk are on stage. Take a 
look at the “busy” desk of one of the lowliest jobs 
in the office—littered with papers, pencils scattered 
here and there, a leaning tower. of books, a dirty 
desk blotter. Now have a peek at the desk of the 
top executive. The bigger the boss, the quieter it 
looks. See the well-polished desk top, the neat group- 
ings of papers, the calm that spells assurance of a 
job on the way to a top performance. 


Disposition 


Act the part! Remember your Daily Disposition! 
This isn’t the time or place for the prima donna role 
Do you work so graciously with the “higher-ups” 
that you are potential material for those realms? 
How do you get along in the give-and-take routines 
with your co-workers? 

Tackle the rush jobs calmly and,the boring ones 
cheerfully. Give the same brand of courtesy to those 
below you as to those above. Be as pleasant with 
the shipping clerk as you are to the president. Not 
only may the shipping clerk be on his way up, but 
it's more fun that way. 
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Health 

If you stay up late every night of the week and 
drag in next morning looking tired and feeling ready 
to cut corners because you're worn out, you'll neither 
look the part nor act the part of Miss On-Her-Way-Up. 
Chances are you can never play that part, either 
—can't even play well the role you're now assigned, 
to say nothing of a more important one! 


Now comes the performance itself— 


Job Performance 


Dignity 

Take dignity to your job, especially to the chores 
you secretly feel are unworthy of your capability! 
You can do the menial task so well that you will 
earn respect. Avoid office gossip, petty gripes, re- 
sentful facial expressions. Use the dignity of a 
smile. 

Dont forget that enthusiasm has a very special 
dignity, too. Enthusiasm for your work and_ for 
your company, loyalty to your boss and those you 
work with has appeal. Enthusiasm doesn’t have to 
be noisy, When it’s sincere, it shows in the way 
you handle yourself and your job. 


Efficiency 

Do everything well. Then do it just a little bet- 
ter than is expected. Never have to be asked twice. 
Give your boss reason to brag about you to his 
colleagues. Give him a chance to smile because 
someone compliments him about your work, or the 
work he has done because you reminded him, or 


even suggested it to him. 


Generosity 

Give your job that extra something of yourself. 
Don't be stingy with an extra half hour when the 
boss has to get something out on Friday night. 
Do it proudly, not grudgingly as a miser or tragi- 
cally as a martyr. Be generous with your considera- 
tion for others and ready to lend a hand. 


Diplomacy 

Here is where your work will show, and you will 
begin to shine with the potentiality of a star per- 
former. Let your tact be outstanding in the way 
you handle incoming phone calls and visitors to 
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see your boss. Learn the skill of screening those 
who will clutter up his time. Work at knowing 
how to handle them so well that they're satisfied, 
even pleased, with having talked with you instead 
of him. And, of course, keep your boss informed 
of the details. 


Anticipation 

Anticipate his needs. Anticipate the work coming 
up. Do things without being asked. Pull out of 
the files the papers your boss will need for the 
conference you scheduled for him. Give him a brief 
identification of the infrequent visitor. Attach, for 
his ready reference, previous correspondence to an 
incoming letter. Have materials ready for that month- 
ly report, data on his desk before he calls for it. 


And, if you really want to be a virtuoso, the 


next two steps will be the big ones! 


Initiative 

You're ready now to prove how much you're worth. 
You've been carefully reading the correspondence. 
You could take care of some of it! If you haven't 
already made a start at it, begin answering a few 
of the routine letters. Write the replies, ready for 
your boss's signature, and attach them to the in- 
coming letters. When your boss is relaxed, give 
him your little surprises asking whether this scheme 
would be a help to him. If it goes over (and it 
will, because your replies sound so much like him) 
look for other tasks you might do. 


> 


Imagination 


Study your company and everything about it. Study 
the field it’s in, the product, the general business. 
Study your department. Watch for company expan- 
sion. Where could you logically move up, in view 
of your training, aptitudes, experience, and present 
work? 

Can you find the secret of how your boss can 
turn out more work with less effort—how your com- 
pany can make more money and spend less. Even 
the Top Boss, the most absorbed and least aware 
of your existence, cannot fail to be impressed _ if 
you find these answers. And that solution will in- 
evitably give you your answer to how to rate a 
raise! 
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One Girl 


was promoted 








BY HELEN WATERMAN 


\) eee SCOTT has two secretaries. In the much 
better position he has just accepted, he can use 
only one. Can you tell, from their typical handling 


of routine office situations, whether he will take 
Jean or Ann up the business ladder with him? 


l. iF A CALLER ENTERS WHILE SHE IS WAITING ON 

SOMEONE ELSE 

Jean \ets him wait his turn while she continues 
with the first customer. If the second caller begins 
to drum on the counter, she turns to him, saying, 
“Ill be through here in just a minute.” 

Ann smiles and nods to let the newcomer know 
she’s aware of his presence; if she knows his name, 
she greets him by it. Then she gives full attention 
to the first customer, with no suggestion of rush in 
either bodily attitude or tone of voice. 


2. MR. SCOTT HAS BROKEN AN 11:30 APPOINTMENT. IT 


SEEMS UNLIKELY THAT HE WILL BE BACK UNTIL AFTER 
LUNCH—HE LEFT WITHOUT SAYING WHEN HED RETURN. 
Jean says, “1 wrote your name on his appointment 
pad and reminded Mr. Scott before he went out this 
morning, but he must have forgotten all about you.” 
Ann says: “I'm so sorry; Mr. Scott wanted to see you, 
but he must have been detained. Could I take a mes- 
sage and have Mr. Scott phone you this afternoon?” 


3. MR. SCOTT MAKES AN ERROR THAT COSTS THE COM- 
PANY SEVERAL HUNDRED DOLLARS 
Jean boosts her own ego by commenting that it’s 
nice to know anybody can make mistakes and then 
proving that she copied Mr. Scott's figure correctly. 
Ann blames herself for not checking Mr. Scott's 





figures as she typed them; she realizes her own prog- 
ress is not likely to be faster than his. 


1. THE PHONE RINGS JUST AS SHE IS DASHING TO KEEP AN 
APPOINTMENT FOR WHICH SHE IS ALREADY LATE . 
Jean's conscience wins: she goes back, but she an- 

swers sharply: “He's not in. . . After lunch, I guess 

... Youll have to ask Mr. Scott... Why don’t you 

call back about two?” 

Ann takes a deep breath so no annoyance will 
show in her voice. “This is Mr. Jones, isn’t it? Mr. 
Scott will be in about two. Would you like him to 
call you?” 


5. AFTER INSISTING TO A PERSISTENT VISITOR THAT HER 
BOSS IS NOT IN, SHE IS APPALLED TO SEE MR. SCOTT'S 
SHADOW PASS DOWN THE HALL TOWARD HIS PRIVATE 
ENTRANCE, A MOMENT LATER HE AND HIS FRIENDS 
ARE HEARD LAUGHING LOUDLY IN HIS OFFICE, THE 
VISITOR FURIOUSLY DENOUNCES HER AS A LIAR . 
Jean bristles: “Don't you dare talk to me_ like 

that; | don’t have to take it! And Mr. Scott doesn't 

have to see you unless he wants to!” 

Ann waits quietly for a chance to explain, keeping 
her attitude friendly; if allowed no rebuttal, she 
shrugs the unpleasantness off and forgets it. 


6. A SALESMAN WANTS TO SOLICIT COMPANY EM- 

PLOYEES, ALTHOUGH IT IS AGAINST THE RULES 

Jean tries to squelch him by acting high-hat; she 
quotes word-for-word the order forbidding such work 
interruptions. 

Ann listens courteously and explains why his re- 
quest cannot be granted; she may suggest a_ better 
time and place for him to contact the employees. 


7. AN IMPORTANT CLIENT, CONSIDERING WHETHER TO 
DO BUSINESS WITH MR. SCOTT, CALLS TO “GET THE 
FEEL OF HIS OFFICE . 

Jean has a soft-drink bottle, a comb, and a big 
package on her desk; she calls fellow employees by 
their first names; she uses a pungent, heavy perfume. 

Ann’s desk is clear except for the papers she’s 
working on; she speaks of, as well as to, others with 
respect; she dresses to fit the tone of her office. 


§. MR. SCOTT HAS JOINED SEVERAL LUNCHEON CLUBS AND 
CIVIC GROUPS, HAS BEEN ELECTED TO A MINOR OFFICE 
OR TWO, AND IS OCCASIONALLY CALLED ON TO SPEAK . «+ 
Jean puts only business appointments on his office 

calendar; if Mr. Scott starts to an important meeting 

with his tie awry or a pencil behind his ear she con- 
siders that none of her business. 

Ann boosts his community standing by paying bills 
promptly; by being gracious to welfare solicitors; by 
building up a file of background material for his 
speeches that will make him appear well-informed. 
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Just one of the 
things you, as a 
new Supervisor, 


must watch. ... 


Abuse of 


F YOU WERE TO ASK the av- 

erage girl in your department, 
“Are vou honest?” she would be an- 
noved that you should even pro- 
pose such a question. If you went a 
step further and said, “If you were 
selling eggs. would you sell a cus- 
tomer nine eggs and charge him for 
a dozen?” that question would sure- 
ly bring a snort of indignation! But, 
how many sell 45 minutes to their 
employers and charge them for a 
full hour? 


STUDIES SHOW that two typists can 
be hired, each having a gross speed 
of 60 wam; each with about the 
same degree of accuracy; vet, one 
will produce twice as much accept- 
able work as the other. Why? Can 
it be that one is working rather 
steadily and the other is wasting 
a great deal of time? 

On observing both workers. it 
doesn’t take long to see that work- 
er A is there on time; worker B is 
habitually 15 to 20 minutes late; 
worker A works steadily; worker B 
is jumping up frequently to get 
items she forgot or she is stop- 
ping at the desk of friends to chat. 
She uses 10 minutes extra at lunch 
time; 10 minutes extra at each of 
the coffee breaks: and is prepared 
to leave about 15 minutes before 
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The supervisor must see that there are 


quitting time. No, it doesn't take 
long to find out why one is pro- 
ducing twice as much as the other. 
Worker B is selling only six eggs 
and charging for a dozen! 

Some supervisors are reluctant to 
say anything to their employees 
about these things, afraid some of 
them might leave and the Company 
be “stuck” with worse workers. 
While it is true that you will never 
be able to get all workers to pertorm 
at full capacity, supervisors who 
have been most successful in build 
ing up high production rates, high 
morale, and correspondingly low 
turnover, find that induction train- 
ing at the very beginning is most 
important. They believe that every 
worker basically wants to do a good 
job; but. if the new worker does 
not have a good induction to the 
job, she may not even be aware 
that she is killing time. A good in- 
duction program, therefore, is the 
supervisor's first responsibility. 


Now LET US CONSIDER the coffee 
break for a moment. This has be- 
come almost a national institution 
these days. It has been accepted, 
though often against the desires 
of many companies. Most com- 
panies, however, find the break fa- 
vorable for both the werker and the 
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STRONY 


Courtesy, McGraw-Hill Text Films 


always two or three girls left to cover 
every six or eight phones during morning and afternoon breaks and at lunch time. 


‘Ompany Privileges 


business. For the worker, because 
it brings about renewed energy, less 
fatigue, and a happier feeling for 
the job; for the business, because 
it brings about higher production, a 
smaller number of errors, and an 
increase in morale. But most com- 
panies agree that the break must, in 
some way, be controlled—that 15 to 
20 minutes in the morning and aft- 
ernoon are quite adequate. When 
those minutes stretch into 30 at 
each session, the “privilege” is being 
abused, and the supervisor must 
take action. 

To guard against the possibility 
of continued abuse, some firms have 
installed coffee rooms in their build- 
ings. Others have coffee served 
right at each employee's desk. Since 
the going out is usually what eats 
into time—waiting for elevators and 
standing in line—some companies 
send one person out for coffee for 
all; usually a different person each 
day. 

If yours is a small company that 
does not have any coffee “service,” 
and your employees have to leave 
the building, it’s up to you to make 
arrangements for a rotation plan. 
Executives just “boil” when they 
have to come out of their own 
offices to answer phones that have 


thoughtlessly (Continued on page 51) 
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That common 








| fpr enpe: YOU IMAGINE even one single day in 
the office during which you do not use several 
different kinds of paper? “Goodness, no!” you exclaim, 
for paper is tied in inseparably with almost everything 
vou do, Think back for a moment. You needed two 
different kinds of paper—the letterhead and the file 
copy—when you typed those letters this morning. For 
the weekly sales report you duplicated shortly after- 
wards you used still a different grade. kind. and weight 
from the paper you used for the letters. And that di- 
rect mail piece for which you are typing the stencil is 
going to look very effective when you run it off, per- 
haps in blue ink on light-blue mimeo vellum. 

Your ‘using the right paper for each of numerous of- 
fice jobs can have considerable bearing on the appear- 
ance of the finished page as well as on office costs. The 
appearance of the finished piece—be it letter, dupli- 
cated copy, or typewritten form—is a constant testi- 
monial of your “good work.” And while office costs 
may not be your personal concern—who knows?—a 
timely suggestion from you as to how some savings 
may be effected might ultimately end up in a bigger 
pay check for you! 

By the time you have made your way through doz- 
ens of shorthand notebooks in school and typed sev- 
eral wastebaskets full of assignments and later filled 
out pages of personnel forms and worked in an office, 
you no doubt feel that you are very familiar with pa- 
per. And of course you do know many things about 
it! But let’s try a little quiz. Could you rate 100 per 
cent in identifying, rather precisely, these terms as ap- 
plied to paper? 


i. om 3. grain 5. felt side 
2. rag 4. bond 6. onionskin 


Did you meet one or two strangers there? Let’s get 
on good speaking terms with all of them—and a few 
more. Then, perhaps the next time the boss is making 
out a requisition for paper supplies, you can give him 
a few pointers; at least you can get the best paper for 
your purpose the next time you have Bill send some in 
from the stock room. 


Grade of Paper. To begin with, paper differs in 


grade (or quality) depending on the kind of materials 
used in the manufacturing process. The very best 
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quality is manufactured from all fiber (cotton or 
linen cloth or virgin cotton); hence, the term “rag pa- 
per. A less expensive paper is made trom sulphite 
. Or the pa- 
per may be a mixture of rag and sulphite. There is no 


fiber (wood pulp and certain chemicals 


justification for using a better quality of paper than 
the purpose or use warrants. You will take into con- 
sideration the permanence required—must the paper 
last a long time?—the durability—will the paper be 
handled or folded often?—the appearance desired—is 
the impression to be created of considerable impor- 


tancer 


Kind of Paper. Secretaries are concerned chiefly 
with what are called “writings,” the bonds and thin 
papers. Did you know that “bond” is a term descrip- 
tive of a character of paper, rather than quality? Usu- 
ally it is applied to a smooth writing paper of light to 
medium weight, such as you use for letterheads, in- 
voices, statements. 

There are many special adaptations. For example, if 
you want bond paper for the mimeograph job you are 
going to do, get mimeo bond, which will absorb the 
mimeograph ink yet be smooth enough to take pen 
writing for blanks to be filled in or signatures to be 
added. Duplicator paper is a smooth, hard-surfaced 
bond for use with a liquid or gelatin duplicating ma- 
chine. It will give you sharp, clear copies that look 
ten times better than if you were to try to use just 
“typing paper.” 

Thin papers are lighter in weight than bond and 
are called manifold and onionskin. There is a differ- 
ence—the manifold paper is usually all sulphite, while 
most onionskin paper has at least partial rag content. 
Both are generally available in cockle, glazed, and 
smooth finishes. You use these thin papers with car- 
bon for making multiple copies. Isn’t it wonderful 
how little filing space they take! Don’t overlook 
them when you have a letter or report of several 
pages to go by air mail. 


Weight (“Substance™ ).\Ve have referred to papers 
being thin or heavy. Paper is usually sold by weight, 
in 500-sheet reams. Perhaps you ask for a ream of 20- 
pound bond, size 8% by 11. That does not mean that 
you are going to be weighted down with a 2()-pound 
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What Do You Know About It? 


package. The “20-pound” weight applies to 500 sheets 
of paper in the basic size (before being cut), which, 
for writing paper, is 17 by 22 inches. In other words, 
vour §%-by-11 package will weigh only a fourth of the 
basic weight. But that figure, expressed as Sub. 20 or 
S. 20, does give you a basis for weight comparison, 
enabling you to select a weight appropriate for the job. 


These weights of papers are generally recommended: 
pa] , 


Envelopes. ...........s0se 24. 20 pound 
Letterheads  .............. 24, 20, 16 pound 
Air Mail 

Letterheads. .......... 13. 9 pound 


Interoffice 

Letterheads .......... 20, 16, 13 pound 
Duplicating .............. 28, 24, 20, 16 pound 
Carbon copies 

SI seisiplciasistastevetiaiaiiniatea 16 pound 


i sib ald bcagissesabiduniig 13 pound 


ST SE ciceiennnesenieianine 9 pound 


Grain. The process by which paper is manufactured 
results in the fibers all running in a given direction 
(called the “grain” ) which makes the paper stronger in 
that direction. In general, the grain in records forms 
should be vertical—in the position in which the forms 
are filed. In notepaper, the grain should be horizon- 
tal, since fibers running that way give less resistance 
to your pen nib. In letterheads, there are advantages 
in each direction. When the grain is horizontal, the 
paper bends more easily around the platen and is less 
likely to slip when being turned or when you're eras- 
ing; when it is vertical, it is easier to make neat erasures 
—erasing strokes should always be made in the same 
direction as the grain. Remember to specify the grain 
direction when buying paper or having forms printed. 

Another result of the manufacturing process is the 
watermark, which can be seen in some paper. To you 
the chief value of that watermark probably is that it 
tells you which is the “right” side of the paper (tech- 
nically called the felt side). Yes, paper has a right and 
a Wrong side! The manufacturer tries to help you keep 
the right side up by putting a printed label at the end 
of the ream of duplicating paper with an arrow point- 
ing up. Take note of the label when you open the ream, 
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and try to keep the label intact so you will know which 
is the top next time you take paper from that package. 
If, by mistake, you tear the wrong end open, you can 
check for yourself and find the right side by position- 
ing the paper so that you can read the watermark. 


Color. You might be surprised to learn how wide a 
variety of colors is available in paper. The use of color 
for certain office forms may speed up routing and filing 
procedures sufficiently to more than justify the extra 
10 or 15 per cent it costs. Color has attention-getting 
value, too. How about using red ink on pink paper 
for that next sales notice you are going to do on the 
mimeograph or the Multilith? Remember, however, 
that overdoing the use of color can defeat its purpose. 

Color, as well as weight, is a factor in determining 
the opacity of paper (the amount of “not showing 
through’). The use of colored paper might enable you 
to use both sides of each sheet, thus cutting in half the 
bulk of a report that is to be done with office duplicat- 
ing or printing equipment. 

Consider carefully, the next time the opportunity 
to make paper selection is left to you. Make sure you 
are using paper of an appropriate kind, quality, weight, 
and finish. 


Hiow to determine 


grain direction of paper 





The tear teat: Paper that 
is torn with the grain will 
tear more easily and uni- 
formly straight, with less 


ragged edges. 








Against the grain the 
tear will be ragged and run 
off at a tangent. 








The fotd test: Paper that 
is folded with the grain gives 
a more uniformly smooth 
crease—against the grain, the 
fold is rough and tends to 
crack or break down the fi- 
bers, giving a poor folding 
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Hf. Miss Anna B. Kay, secretary to Mr. Harvey P. Hood, 
of Boston. was chosen “Secretary of the Year” by the Boston 
Chapter of the National Secretaries Association. Here she js 
shown going over a Secretar¥-Boss Survey with Mr. Joseph 
Ryan, head of Dictation Systems, Inc., in Weston, Mass. 


2. Identical twins—William Cohen, left. of Jackson Heights. 
New York. and his brother Arnold, of Westbury, Long 
Island, are presented with the award they won in the contest 
conducted by the National Shorthand Reporters Association, 
Though the contest took prdane ein San Francis o, | alifornia. 
thre awards were presented in New York City by Nathan 
Behrin. Miss Doris Dennelly, St. Albans, New York, second- 


place winner, joins in the presentation, 


3. Perey Smock, typewriter dealer of Redwood City. Cali- 
fornia, has been collecting old typewriters for vears and now 
has a basement full of machines. He is believed to have one 
of the world’s largest collections and values it: at 825.000, 
Some of the oldest machines are shown in this group. Mr, 
Smock is holding a World Typewriter, patented in 1886. Left 
to right in foreground are: a Merritt, which works like a 
cheese cutter with type on a straight bar: an Odell, which is 
i “blind” typewriier (the operator cannot see the lines as 
they are typed): and a Franklin, first produced about 188 
and one of the earliest “visible” typewriters. In left) back- 
eround is the L. C. Smith No. 2 on which Jack London 
typed his “Call of the Wild.” 


4. The employees of Revlon Products Corporation, manu- 
facturers of Revlon cosmetics, put on a fashion show recently 
and modeled their own selections of what the style-conscious 
secretary. should wear. Marilvn Levey, in a blue Aerilan 
dress with accordion-pleated skirt, three-quarter sleeves, ad- 
justable collar, and black-leather shoestring tie and_ belt, 
stands out in easy contrast to Lennie Cohen, who portrays 


the Gibson Girl secretary of the past. 
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FEW SHORT WEEKS from 
fA now, this department will be 
snowed under tens of thousands of 
OGA Contest These 
beautiful examples of shorthand 
writing will come not only from all 
over the United States, but from 
manv foreign ports as well. To me, 


specimens. 


our kinship with the peoples of the 
world is never more clearly shown 
than in this Contest. Regardless of 
color, race, or creed, Greggites 
everywhere join hands in making 
the OGA Contest the biggest short- 


hand event of the year. 


THERE ARE MANY BEAUTIFUL PRIZES 
offered, but none, I think, more de- 
sirable than the little gold OGA 
Emblem of the Order of Gregg Ar- 
tists. Have you ever encountered a 
stranger wearing this attractive pin? 
| have. Once I recall dictating to 
the stenographer on the 20th Cen- 
tury while on a trip to Chicago, On 
the lapel of his uniform was the 
OGA Emblem. I asked him where 
he obtained it and how. With great 
enthusiasm and with a true Scotch 
burr, he told me that he had won it 
n the OGA_ Contest 
vhile he was a student in a Gregg 
School in Scotland. I do not recall 
this young man’s name, but I do 
remember the beautiful, fluent 
shorthand he wrote and the swift- 


ness and ease with which he re- 


American 


turned the letters, ready for signa- 
ture. | was also impressed with the 
flawless beauty of the letters he 
handed me. 


CLEAN-CUT, FAULTLESSLY TYPED let- 
ters always make a good impression 
—especially if the typist has taken 
pains in placing it on the paper. If 
vour letter is short, a wider margin 
round the copy sets it off more at- 
tractively. There are varying, smart 
styles that may be used for letters. 
The interested typist will study 
ach new arrangement and _ find 
one that suits his fancy as well as 
the needs and desires of his em- 
ployer. For instance, the more con- 
ventional method of indenting five 
spaces tor the first line of para- 
graphs may be dropped and the first 
line of the paragraph started at the 
margin, the body of the paragraph 


being indented five spaces! This ar- 
r 


angement makes for pleasing copy, 
but be sure to check with your boss 
to find out whether this new style 
Will also be pleasing to him. . 


































Practice brings prizes 


BY FLORENCE ELAENE ULRICH, Director of Gregg 


The speed with which a tran- 
script is turned out is important—as 
is skill in writing shorthand, typing 
spelling, punctuating, and dividing 
words. If your grammar is shaky, 
get a good book and brush up. Eng- 
lish Style Studies for Stenographers, 
by E. 


mensely popular for this purpose. 


Lillian Hutchinson, is im- 


BEGINNING NEXT MONTH, we shall 
be offering a new award—a tran- 
scription speed award. The tests 
themselves will be published only 
in Business Education World, our 
magazine for teachers and_ office 
supervisors. So, whether or not you 
are a secretarial student, a stenog- 
rapher, or a secretary, you must ar- 
range with a business teacher or an 
office supervisor in order to take 
the test. Full instructions will ac- 
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Awards 


company the test, which will ap- 
pear in the March issue of Business 
Education World. You will like the 
beautiful O.B.E. (Order of Business 
Efficiency ) Pins that are issued for 
satisfactory accomplishment on the 
tests. Plan your practice in tran- 
scription now so as to develop the 
highest possible skill in both speed 
and accuracy. 

And, while you're practicing for 
this pin, don’t forget about the 
OGA awards. We have already re- 
OGA Contest 


from stenographers as far away as 


ceived specimens 
Japan. There are more, thousands 
more, to come! The winners will be 
announced in the June issue of this 
magazine. Will you be among 
them? For your convenience, the 
Contest Copy appears once again 
on page 49 of this issue. 








Pointers for Practicing 


the OGA Tests 


A FEW MINUTES’ PRACTICE 
for the development of a 
fluent, swift writing stvle pavs off 
in less tension when taking dictation 
and in better speed and accuracy in 
transcribing shorthand. 

\ suggested method for practic- 
ing this months’ two OGA tests, 
for instance. is to write the copy 
over once, paving special attention 
to the formation of characters, pro- 
portion, and correct joinings, Pin 
point tor attention and 
added outlines on 
which you stumbled. Perhaps you 
slowed down on the phrase “if you 
would have” (toward the end of the 
Membership test thereby deteat- 
ing the purpose of the phrase itself! 
Study that outline and write it over 


special 


practice the 


and over again, hundreds of times 
if necessary, until you can write it 
swiftly and accurately. There are 
words in the material this 
month to test your skill in writing 
correctly some of the small charac- 


Pda 


ters—the o- and oo-hooks. and the s 
and th. 


To THOSE WHO ARE especially skill- 
ful writers and who aspire to some- 
thing higher than the OGA Mem- 
bership Certificate, the Certificate 
of Superior Merit is offered. This 
certificate is issued with both a red 
seal and a gold seal. The gold-seal 
Superior Merit Certificate is the 
highest honor bestowed upon any 
writer of Gregg Shorthand. While 
the standard set to obtain the red- 
seal Superior Merit Certificate is 
very high, it is not so high as that 
required for the gold seal. 
Applicati: iis for these certificates 
will be accepted only from those 
who hold OGA membership certifi- 
cates. A fee of 50 cents must accom- 
pany specimens submitted for this 
award, to cover cost of the careful 
examination and detailed criticism 
of the notes required to make pos- 
sible a proper rating. If the notes 
are approved, a certificate is issued 
and forwarded. If not approved, the 
specimen will be returned so that 
the candidate may receive the bene- 
fit of our criticism and suggestions 


for further development.—Florence 


E. Ulrich 
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FOR 





OGA TESTS 
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INSTRUCTIONS: Copy the tests here 
in vour best style of shorthand, trying 
to make vour notes look as nearly as 
possible like our expert penman’s notes 
above. The tests may be written in one 
or in two columns. on your regular note- 
book paper or on any other stationery 
that will allow vou to do your best work. 
Ruled paper helps keep your writing 
uniform. 

The Junior Test is offered to enable 
the writer to see whether he is practicing 
correctly. It may be taken as soon as the 
copy can be written creditably. The Mem- 
bership Test is offered for those who feel 
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that they have developed a good practical 
style of penmanship that will assure ac 
curate transcripts on the job. Acceptable 
specimens entitle the writer to member 
ship in the Order of Gregg Artists (OGA). 

Test papers are judged on (1) the 
smoothness and fluency of the notes; (2) 
the formation of the characters as lt 
proper curve. slant. and joining: and 
(3) the correctness of proportions mail 
tained throughout the specimen sub- 
mitted. A “Key to the Marking of OGA 
Tests” is returned with any failing paper 
which gives detailed criticism of the 
faults of style noted by the examiner 














: An impeccable little suit designed to give you 
the air of feminine efficiency that impresses 
bosses and attracts the nod at promotion time. 
Tailored by Handmacher, this trim dressmak- 
er suit is highlighted with jewel-buttoned tab 
detail on collar and hip pockets. There’s an 


easy flare to the gored skirt that is particu- 











larly refreshing if your suit wardrobe consists 
of stringbean sheaths. In light or medium gray 
2 flannel. Sizes 10 to 16, 7 to 15. About $69.95 
, at Lord & Taylor, New York; Filene’s, Bos- 
ton; Carson Pirie Scott, Chicago; the Dayton 
Co., Minneapolis; Frederick & Nelson, Seattle. 
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GJVIive Yourself 


Choose one of these smart outfits as a pretty 
valentine gift for yourself. Not only 
will it perk up your winter spirits, but— 
who can tell—it may be just 


the thing to bring a few more valentines your way. 





For a lighiweight suit with the smartest of fashion detailing, 
we suggest one of these rayon and acetate suits by Jaunty 
Junior. Take your choice of slim and boxy or fitted and 
flared. The fitted suit (/eft) comes in sizes 7 to 15: 

colors: pink. blue. aquafoam. tan. The box suit with fresh 
white collar comes in sizes 5 to 15; colors: gray. blue. tan. 
aquafoam. Each about $30—at Bloomingdale's. New York: 
the Hecht Co.. Washington: the Higbee Co.. Cleveland: 
Boyd's. St. Louis; and J. J. Haggarty Stores. Los Angeles. 


\ fresh-as-paint cross-hatch print on a rayon and Acrilan 

fabric is skillfully styled by Dorothy Hubbs to create 

a dress‘that will be the mainstay of your wardrobe. 

Deep dolman sleeves and cuffed hip pockets do vanishing 

tricks for your waistline. And the washable virtues 

of the fabric will do vanishing tricks with cleaner’s 

bills. In winter white. brown, teal. or beige. 

Sizes 10 to 18. About $22.95 at Franklin Simon’s, New 

York; Strawbridge & Clothier, Philadelphia; The Fair. ae 
Chicago; The Grand, Milwaukee; A. Harris Co.. Dallas. 
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a Valentine 


This double-duty dress looks properly business- 
like from nine-to-five: but. when there are 

gala doings planned for the evening, just slip 
off the jacket and there’s a scoop-neck dress 
beneath that’s just made for fun! Designed 

by Leslie Fay for petite sizes 10 to 20. 

\ rayon crepe print in navy, black. red. o1 
brown. About $22.95 at Bloomingdale's. New 
York; Marshall Field's. Chicago: J. L. Hudson. 
Detroit; and Frederick & Nelson. Seattle 





\n oh-so-smart ensemble by Joselli that is composed of three parts 

“o attractive that you'll want to mix them with other separates 

The three pieces: a cut-away box jacket done in a wonderful 

imported tweed with a geometric design: a slim solid-color skirt; and 
a white wool sweater trimmed to match. In black or navy. with white. 
Sizes 8 to 16. 7 to 15. About $50 complete. At Franklin Simon's. New 
York: Kaufmann’s. Pittsburgh: Hutzler’s. Baltimore: M. O'Neill Co.. 
\kron; Charles A. Stevens. Chicago; I. Magnin, San Francisco. 
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BY HELEN WHITCOMB 
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ADD BEAUTY 


TO YOUR BATH 





HERE'S NOTHING LIKE a warm, leisurely bath 

to put you on good terms with the world, especial- 
ly when youre tired out. Maybe you've had a nerve- 
racking day at the office; or, on the pleasant side, per- 
haps it’s been a perfectly wonderful afternoon of ice 
skating, but you are weary and chilled to the bone. 
Hop into a warm, soothing tub and ummmmmm . . . 


IN OUR BUSY SCHEDULES we too often associate “bath” 
with a quick, slap-dash dousing in the shower. It’s 
fast. It serves its purpose—it gets us clean, doesn’t it? 
But we miss so much! Whenever possible, try to set 
aside time at least once each week for a leisurely soak 
in a tub. Make it more than just a scrub session; let it 


be a luxurious interval in which you give way and 
pamper yourself completely. Put some bubble bath 
or scented water softener into the tub first. Then fill 
the tub with warm water and, as you relax in the fra- 
grant, silky suds, just feel yourself unwind as all ten- 
sion is wafted away. 

If you've had problems that have been bothering 
you during the day, push them out of your mind now 
and just relax. Chances are that when you've finished 
your bath and are refreshed, you can'turn to them with 
a new approach that will lead to a quick and happy 
solution. 

The most relaxing bath is one just slightly warmer 
than body temperature. An occasional steaming hot 
bath is stimulating, but it’s a bit rugged on the consti- 
tution and not advisable as a regular practice. Very 
hot water also tends to dry your skin. 

If you are bothered by dry, itchy skin, use only the 
blandest of soaps for your bath. Get yourself your own 
special cake if the family doesn’t like your choice. 
Using some sort of bath oil or water softener also will 
help prevent dry skin and insure a better bath. Aside 
from the aesthetic joys of these preparations, they serve 
an important chemical purpose, too, in that they soften 
water and.counteract certain minerals in the water 
that interfere with the cleansing action of soap. They 
enable the soap curds to be rinsed away so that none 
are left on the skin to cause irritation. Incidentally, if 
you have difficulty getting bubble bath to bubble, 
make sure you put the proper amount in the tub before 
you turn the water on. Then try holding your finger 
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lilustrations courtesy of Harriet Hubbard Ayer 


over part of the spout to increase the pressure as the 
water runs in. This will pound more air into the suds 
and should beat up a lovely, frothy foam. 

Make your bath a real beauty session by treating 
yourself to a facial as you soak. Before you get into 
the tub, cleanse your face to remove the day’s grime 
and then slather on a generous layer of cream—or a 
facial masque preparation—and leave it on while in 
the tub. [f you feel like lolling a bit longer, why not 
get to work tweezing the stragglers that are marring 
your evebrows, or give vourself a pedicure. 

Your tired tootsies will revive joyfully if you scrub 
them lightly with your nail brush or bath brush. Try 
brushwork on vour heels, too, and go to work with 
Pumice on any ealloused areas that mar their beauty 
and comfort. 

Now give some special attention to your elbows. 
Soap them well and use vour brush to scrub them into 
smoothness. And, while you're working with that bath 
brush, give a few extra scrubs between vour shoulders. 
This is especially important if youre planning to wear 
a shoulder-exposing dance dress in the near future. 
Blemished shoulders will detract from the most glam- 











orous outfit. If you can linger a bit longer, lean back 


and read something enjoyable—perhaps that magazine 
article you've been trying to get to all week, or some 
special poetry that you love. 


Now FOR THE FINISHING TOUCHES. Skin experts advise 
that you drain the bath water out and rinse yourself 
under the shower. Or if your tub has no shower, re- 
fill the tub with clean water. You wouldn't think of 
“rinsing” your clothes in the same soapy water you 
washed them in. A quick spray will brighten you up 
like a new copper penny. 

Dry yourself thoroughly with the biggest and fluf- 
fiest towel vou can find and de-cream your face with 
skin tonic. Then splash on some cologne, puff on some 
bath powder, slather hand lotion on your legs and feet 
(and elbows, if they need it), and finish by using an 
efficient deodorant that will insure lasting daintiness. 

After this relaxing ritual, you'll feel poised, calm, 
and ready for a gala evening of fun—if that is what's 
on your program—or for a very sound night's sleep. 
If you add a little beauty to your bath, you'll find that 
it will do the same for you! 
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ANOTHER RAISE! 


Men and women often report two pay raises 
sometimes three-—-while studying with Il. ¢. 8S 
That's just the beginning! You'll be amazed how 





fast you progress, how quickly you can master 
any one of 301 fascinating subjects. Personalized 
instruction by mail. Low cost. Courses tailored 
to your needs-——whether unskilled or executive 
TWO FREE BOOKS! How fe _ Succeed ** Also 
free big catalog on course interests you 


INTERNATIONAL CORRESPONDENCE senoo.s 
Dept. 2808. Scranton 9, Pa. 


Please send free success book plus catalog on course checked : 


Drafting Managing Small Bus 
Fashion Illustrating Accounting 
Secretarial Commercial Art 


High School 
Other subject 


Radio-TV Electronics 





Name AG? au 





Address 

















UY GOES 











SUBSCRIBERS 





if your secretarial club consists 
of five or more members, we 
have a special offer for you. 


@ Though the regular price for a year’s sub- 
scription to TODAY’S SECRETARY is $3.00, we 
are prepared to give you our special club 
rate of $1.75 a year. 


@ All that is required is that your secretarial 
club, school group, or personnel department 
apply for their subscriptions to TODAY’S SECRE- 
TARY in groups of five or more and that they 
designate just one address to which all the 
magazines should be sent. 


@ You may even sell the subscriptions to your 
club members at the regular $3.00 rate and put 
the savings in your club treasury! 


Send your check or money order 
to 


TODAY’S SECRETARY 


330 West 42 Street, New York 36, N. Y. 





Orly by GRADED WE HR ODET ean pect ano 
UNWANTED HAIR is GONE FOREVER. Brings relief 
and social happiness. Do not use our method until 

PY you have read our instruction book carefully and 
learned to use the MAHLER METHOD safely ond 
fully over fifty years. 





BEAUTY 
te FOR YOU 





MAHLER'S, INC, Dept. 85-B PROVIDENCE 15, R. I. 








GAIN PROMOTIONS, 
increase employment oppor- 
tunities and prestige with a 


‘College Equivalency Diplo- 


YOUR ma."’ Qualify by comprehen- 


sive examination at home. No 


classes. Free details. 
SALARY CRAMWELL INSTITUTE, 
MS-7) 


(Dept. Adams, Mass. 
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For the Key to Your Heart. Here’s a 
cute little key ring just made for Valen- 
tine giving. And it’s such an adorable 
way to say “I love you,” that perhaps 





someone special will welcome a_ hint 
and gift-wrap this cutie for you. Whim- 
sical golden cupid (only 1% inches) 
holds two bright-red hearts; brass ring 
latches onto your horde of keys. Good 
idea tor a bridesmaid’s gift, too. $1.95, 
postpaid. Aimee Lee, Dept. 24, 545 
Fifth Avenue, New York 17. 


Bargain in Scents. Lovers of Houbi- 
gant’s Quelques Fleurs fragrance will be 
glad to know that Quelques Fleurs hand 
lotion and body powder are being pack- 





aged as a pair for $1 (the price of the 
lotion alone) as a special cold-weather 
offer. Just in time to save your winter- 
dried hands and chapped legs. 


Business-Girl Manners. “Keys to Eti- 
quette for the Business Girl” is the 
title of a cute little booklet by Marilyn 
French. Miss French, who got her own 
start as a secretary, has crammed a 
wealth of wisdom into this pocket-sized 
63-page booklet. Starting with advice 
to help you weather your first day on 
the job, she goes on to discuss various 
phases of office life and gives sugges- 
tions for endearing yourself to your 
co-workers and your boss. Cleverly illus- 
trated and sprinkled with thought-pro- 
voking quizzes, it is well worth its 
40-cent price. Order from The Dartnell 
Corporation, 4660 Ravenswood Avenue, 
Chicago 40. 


TODAY'S SECRETARY @ February, 1954 


Toastong. Here is a new item in 
tableware designed to avoid burned fin- 
gers when taking muffins, raisin bread. 
and other odd-sized baked goods out of 
the toaster. Also handy for serving 
sliced tomatoes, cold cuts, and cheeses; 
and in cooking when turning bacon, 
sausage, and other fried foods. Made o 





stainless steel, it is done in an attrac- 
tive swirl design that eliminates danger 
of jamming a knife or fork into toaster 
heating element. Price, $1.50. Order 
from Holm Products Company, 164 New 
Street, Mountain View, New Jersey. 


Perk-Up. This metal file-planter is a 
pretty and practical accessory that will 
add a refreshing note to your office or 
home. Besides the attractive flowerpots 
and calendar, there’s a handy container 
for your bills, notes, pencils, or recipes 
The twin hydro-fed flowerpots have 
trays, which allow you to water the 
plants without removing them from the 





brackets. Comes in black or yellow en- 
amel finish with chartreuse pots or in 
green or red with yellow pots. The 
planter can easily be attached to the 
wall with the screws provided or placed 
on a table or window sill. Price is $3.50, 
postpaid, from Lill Terr, Dept. 10, 65 
East 93 Street, New York. 


Clean-Up Sale. Now’s the time to try 
Dermetics S$. A. Complexion Cleanser. 
Not only is it a wonderful liquid clean- 
ser that leaves your complexion spat- 
kling clean and radiant, but it is on sale 
—the regular $1.50 size priced for only 
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SHOPPING 








$1 during the month of February. You'll 
find S. A. Complexion Cleanser handy 
for your desk drawer for quick cleanups 
during the day. Nothing messy—just 
smooth on a few drops, then tissue off, 


ind you're ready for fresh make-up. 


Sparklers. Within 
agates burns the color of a flaming sun- 
set, and three of these brilliant red 
stones are set beautifully into a sterling 


Fiery these fire 


silver ring of American Indian design. 
Each ring, $2.95; or, if you like the 
look of two on the same finger, it’s $5 





for the pair, postpaid and including tax. 
Order trom Old Pueblo Traders, Box 
1035, Dept. TS-4, Tucson, Arizona. We 
have it straight from cupid that they’re 
excellent for Valentine’s Day gifts. 


My Fair Lady. As welcome as spring 
rain to flowers will be this Charles 
of the Ritz Spring Rain combination 
package, containing talcum and soap. 
Florist-fresh, this soap and powder will 





provide an aura of spring even when 
chill, blustery winds are blowing. Avail- 
able at Charles of the Ritz counters 
in leading department $1.50. 
would make a scrumptious Valentine 
gilt for a special fair lady. 


stores, 


Vitamins for Your Skin. If your com- 
plexion is suffering from winter dryness, 
this is the time to investigate Coty’s 
Vitamin A-D Complex Cream. Scien- 
tific reports have proved that vitamins 
in diet are not as effective for skin care 


as those absorbed through the skin. 
Coty has developed a unique penetrat- 
ing cream that contains the vitamins 
dry, flaky, sensitive skin needs to re- 
build itself. Non-greasy, it is immedi- 
ately absorbed into the skin. During the 
month of February cosmetic counters 
will be featuring Vitamin A-D Complex 
Cream at a special price of $1.25, in- 
stead of its regular $2.50 price. In ad- 
dition, a sample size will be included 
free with the purchase of any Coty- 
treatment line during the month. 


Hearts and Flowers. A real red rose 
with real leaves is treated to last. in- 
definitely and 


cased in an acetate 


comes beautifully en- 
heart-shaped box 


with white ruching. Sure to please a 





Valentine friend. Welcome, too, as a 
gift at parties, bridal showers, and many 
other occasions. Order from Amy Abbott, 
Inc., Box 306, Radio City Station, New 
York 19. Enclose $1 for one, $5 for six, 
and have roses blooming all year. 


Slip Covers for Flower Pots. A green, 
growing plant can add that fresh touch 
so often needed in your office or home. 
Don't let the problem of water leakage 
or dingy pots discourage you. Max 
Schling Seedsmen, Inc., has come up 
with pretty new flowerpot covers that 
keep water in with a built-in saucer. 
Your furniture is protected, fuss is a 
thing of the past, and the covers are a 
decorator’s delight, as well. Made of 
sturdy expanded metal with black or 


id 





white baked-on enamel, they come in 
various sizes and prices. For pots to 
1% inches in diameter, 4% inches high, 
$2.50: 6 inches diameter, 5% 
high, $3: 8 inches diameter, 7% 
high, $4. All postpaid from the com 
pany, Max Schling Seedsmen, Ini 
Dept. 725, 538 Madison Avenue, New 


York. 


inches 
int hes 
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BEJEWELLED MAGNIFIER 


So pretty, so original you'll want to carry it every 
where! A profusion of rhinestones and seed pear's 
add glamorous glitter to the antique gold plated 
handle and rim. Precision ground glass permits lady 
like perusal of programs, price tags, menus and 
such. Just 3” long, it comes in a trim faille case 


Very gay for gifts! 
tax & postage included 


$4.95 Sorry no C.O0.D.’s 


Beautifully boxed and wrapped! 


Sold « y by mail Write for catalog 
4 
. (#/ 
. Limee See Dept. T 
545 Fifth Avenue ° New York 17, N. Y 

















New Cape Made From Old Fur Coat $22.95 
N ) in have that old discarded or out-of-style fur coat 
re? niet i 0 either of these glamorou custom made new 
Ape None higher. You save over 50 
Morto fur remodeling service has beer granted = the 
“Good Housekeeping Seal For years Morton's fur cape 
wizardr is been featured exclusively by Style Editors in 
Harpe B Glamour Vademoiselle and other top 
tylist Order by mail. Don't send money Just mail us 
your old fur coat with dress size and height When your 
ompletely ew ape arrives, pay postman $22.95, plus 
postage Or write for free folder of other capes, stol 


jacket ull $ > Morton's, Dept. 54-B, 312 Seventh 
Street, N.W.. Washington, D. C 














Lend an ear to Cupid’s Arrow 


STERLING SILVER $2- 18k. GOLD plate $2- COPPER $1 





OLD PUEBLO TRADERS °°; 3925: crt; 2:5" 


Tucson, Arizona 

















TURNS CRATES INTO FURNITURE! 


Just slip this lovely cover over any standard fruit or egg 
crate and presto! . . . It's transformed into an attractive 
utility or dressing table, shoe rack. book snelf, etc. Also 
use in child's room for toys, comics and coloring books. 
Of quality, floral patterned vinyl! plastic in solid coler, 
with matching quilted banding. Flap opens for easy access 
to shelf. Choice of Green, Blue or Rose. Each $1 
Postpaid. No C.0. D. Satisfaction Guaranteed o 


ELRON 218 W. Chicago Ave., Dept. 84), Chicage 10, il. 
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Simplicity patterns are available at most variety and department stores, 
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For a fraction of what it would cost to buy this 
pretty blouse, you can make it yourself, using 
Simplicity Pattern 4552. Its a “Simple to 

Make” style. with kimono sleeves and front closing 
edged in braid. Tuck-in blouse is shown with a 
wide belt. Sizes 11 to 15. 12 to 18: 35 cents. 





Two patterns are teamed up to make this 
attractive casual suit, shown in wool jersey. 
The sleeveless blouse and tiny-collared 
jacket are Simplicity Pattern 4555; the full, 
softly pleated skirt is Simplicity Pattern i} 
3798. Try ribbon trim on the cardigan front || 
for a pretty, professional touch. Skirt in 
sizes 24 to 32 (25 cents): jacket and blouse 
in sizes 1] to 15, 12 to 18 (35 cents). 


Get out your scissors and pins if you 

want to impress your friends that you can 

sew expertly—and if you want a smart 

jacket to prove it. With Simplicity Pattern 

1554 it’s easy! This trim, striped 

jacket is another “Simple to Make” style; 
the trick is in the clever use of stripes 

perhaps red and white corduroy. In 

misses sizes 12 to 20; 35 cents. 
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Sust Teasers 


BY E. LILLIAN HUTCHINSON 





A FOREIGN PUZZLER 


The following ten foreign words and_ phrases 
have become a part of our written and spoken 
vocabulary. Match the words in the first col- 


umn with the definitions in the second, 


lL. apropos a. on the road 

2. en route b. a summary 

3. esprit ce corps c. against 

$1. in re d. the existing condition 

2 FOSUDN ( tor CAC h p* rson 

6. ex officio f. with respect to, pertinent 
7. versus g. concerning 

8. status quo ht. proportionately 

9. per capita i. by virtue of an office 

1O pro rata j. common spirit ol the group 





ACCENT ON SYLLABLES 


In each of the following words. indicate the 
syllable that should be accented. 


l. dis-charge 

2. ap-pli-ca-ble 

3. ex-qui-site 

1. ad-ver-tise-ment 
». a-dult 

6. pos-i-tive-ly 

r pre-ced-ence 

8. su-per-flu-ous 

9. de-tail 


10. ac-cli-mate 


A GEOGRAPHIC SPELLING BEE 


Which of the following list of frequently occur- 


ring geographic names are misspelled? 


1. Albuquerque 
Cincinati 

3. Rio de Janerio 

4. Mississippi 

5. Ashville, N.C. 

6. Phillipines 

7. Schenectady 

8. Chatanooga 

9. Delaware 

10. Pittsburg, Pa. 





THEY SOUND ALIKE—BUT 


In each of the sentences that follow. choose the 


word that correctly expresses the meaning. 


l. My, but this (current, currant) jelly is good! 

=. Be sure your stocking seams are (straight, strait). 

3. The tools have (already, all ready) been bought. 

t. The (bows, boughs) of the tree are laden with snow. 
) 


- [received many (complements, compliments) on my 
new cre SS, 


- Yes, | (ought, aught) to open a savings account. 


‘. Defacing this property is a misdemeanor; the fine 
therefore, therefor) is $50. 


5 My notebook has lost (its, it’s) cover. 





WHAT IS THE PAST TENSE? 


Change the present-tense form of each of the 


following verbs to the past-tense form. 


1. It (begin) to snow about seven o'clock. 


v7) 


2. I (hear) the faint sound of bells in the distance 


3. She (choose) a slightly darker shade of blue for 
her new suit 


4. Tom (swim) to the ralt and back several times. 
». | (forget) my report card. 

6. My new blouse (shrink) when I washed it 

7. I (eat) far too much candy, 

8. She (hang) her dress neatly on a hanger 


Yy. They (bring) both hot dogs and sandwiches to the 


- I must (forego, forgo) the pleasure of the trip. picnic. 
10. My sister has a leading (roll, role) in the play. 10. She (run) for the bus. 
(Key to teasers on page 49) 
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THE SINGING SECRETARY 


Dale Evans has been singing for her supper ever since the day the boss 
caught her singing on her lunch hour. But she has gained many things in 


her rise to stardom—among them fame, fortune. and handsome Roy Rogers 


BY DUANE VALENTRY 
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Pe a -s Here Dale gets ready to make a “take.” Since she 
> i a and Roy enjoy being “behind” the camera as well as 


in front of it, they have thousands of feet of movie 


eg ye Cz Ce" ae CC 4 de film, mostly in color, of their vacation trips. 
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Artyped 


FOURTH IN A 


ERE IS ANOTHER clean-as-a-whistle 

artistic alphabet for you, just the 
thing to lift club news, circular letters. 
price-list changes, office bulletins, and such 
business necessities from the ordinary into 
the extraordinary class—with the resulting 
attention you want. 


SERIES 


Alphabet 


BY HOWARD ROTHACKER 


This is another of the special alphabets 
that use the capital X over the capital O, 
with underscores to fill in the open space 
between the lines. It’s easy to make—try 
it and see. Youll find doing so is fun. 
With an eve for design, you can make your 
duplicated materials really eye-catching! 
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FEBRUARY COMPETENT TYPIST TEST 











’ , ) ; ) - , 
To compute speed, note the n umber indicated at the end of the you copied completely and add 1] for each additiona » strokes typed To 
j vid total f niumei ” t t tract 0 tor each error betore dividing by number of minutes 








Words Words 


When I think of your preparing to 7 Fame or power or riches may come with 
take your places in the world, the years 15 success, but they are never success it- 
roll back to the days when I was finish- 23 self. Some of the most successful people 
ing high school, making ready to goout © 31 I know have been little known outside 
on my own. My warm sympathy goes _ 38 their own narrow fields. They are those 
out to you, especially tothose who have 46 who have made the most of their oppor- 
not yet found themselves and made a _ 53 tunities and have done to the best of 
choice of their life work, for I knowthe 61 their ability those things that were 
sinking feeling at heart that even ambi- 69 given them to do. To my mind, they 
tion cannot wholly overcome. To the’ 77 have more truly attained success than 
latter, I say with calm assurance that 34 has many a famous man whose name is 
sooner or later you will ind yourselves; 93 familiar to all of us. 
sooner or later you will know beyond 100 Find your ladder, then fix your eyes 
doubt the line of work for which you are 108 on the ladder rung above. Never for an 
fitted and in which you can attain the 116 instant doubt that you can attain the 
greatest measure of success. And, when 124 top, but remember always that the top is 
that knowledge comes to you, let noth- 132 to be attained only one rung at a time. 
ing prevent you from taking upthat spe- 139 For some, the climb may be long and 
cial line of work even though you must 147 hard; but always the top is there, and al- 
start again at the very bottom. 154 ways there is a rung within reach just 

I was over twenty years of age before 161 above you. It is not good taste to talk of 
I found the thing for which I was fitted. 170 oneself, I know; still, I will admit to 
I dropped the work in which I was en- 177 you that I was nearly forty years old be- 
gaged and took a job at a salary that 185 fore I knew that kind of success which 
was next to nothing. The job was ina _ 193 is falsely measured in dollars and in the 
publishing house, and the work I did 200 recognition of those with whom one 
combined the duties of office boy and _ 208 works. You see, I was a long time climb- 
janitor. Truly it was at the foot of 215 ing the ladder; but at no time during 
the ladder, but it was my ladder and I 223 those years did I feel that the climb was 
knew it. Of work and drudgery there 230 not well worth the effort. 
was plenty; but in that work and drudg- 238 If there is one thought that I would 
ery was happiness, for my feet were on 246 leave with you, it is this: never doubt 
the ladder and at the top was room. It 254 yourself. If a task is given you that 
took me many years to climb there, but _ 262 seems beyond your ability, do not refuse 
they were years of happiness. Happi- 269 that task; at least attempt it. Be con- 
ness is not measured by dollars; it is 277 tent with nothing less than the demon- 
measured by the joy of doing what you 284 strated truth that you cannot do it. 
can do best. 287 There is no disgrace in failure when you 

There is not one among you who can- 294 have tried your best; the disgrace lies in 
not attain success—that which is de- 301 failure to make the attempt. He who 
sired above all else. But do not confuse 309 accepts responsibility climbs the high- 
success with fame and power andriches. 318 est. 


(If necessary, repeat from the beginning to complete a ten-minute test.) 


Adapted from an epistle by Thornton W. Burgess in Letters from Famous People (Gregg: 1925) 
42, TODAY’S SECRETARY @ February, 1954 


325 
333 
341 


349 


469 
478 
486 
494 
501 
510 
517 
525 
532 
541 
346 


554 
562 


570 
578 
586 
593 
601 
609 
618 
625 
632 
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TRANSCRIBING SPEED PRACTICE 
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MATERIAL FOR OAT TESTS 





SENIOR OAT TEST 


(See instructions, column 2) 


FINDING A LIFE WORK 


Young People Should Be Dressed and Ready When Opportunity Knocks at Door 


Getting along with life includes choosing the right career. 


1. Visit stores, factories, offices, and laboratories in order that you may get a 
line on what industry has to offer. [In one of these visits you may see just the 
thing you are looking for. ] 

2. Read the lives of great men—I mean great in a vocational sense; lives of 
Pupin, Edison, J. J. Hill, Girard, Ford, Burroughs, Morgan, Agassiz, Woolworth, 
Wilson. [Modern biography is very readable, inspiring, and useful. ] 

3. Talk with interesting men about the work they are doing. Call the pessi- 
mist’s bluff if you run up against those who are dissatisfied with their jobs. [If 
anyone starts off with: “Now, my boy, don’t ever think of taking up this line of 
work .. .” break right in and inquire, ‘Why not, sir? To what do you lay your 
failure? What is behind this discouraging statement?” Nine times out of ten you 
will find the dissatisfied man does not know why he is dissatisfied.] And ten out 
of ten wouldn’t on a pinch change their jobs unless driven to do so. 


Go At It Scientifically 


4. Then read books about vocations. [Your public library has such a list. If 
it hasn’t, drop me a line and I will suggest some.] In reading the description of 
each vocation note the following: 

(a) Opportunity for advancement. 

(b) Amount of training required. 

(c) Methods and amount of remuneration. 

(d) Permanency of employment. 

Now Analyze Yourself 

After you have done those four things you are ready to sit down and ask 
yourself: “How am I fitted for choosing a particular vocation? Have I an interest 
in a particular field? Am I going to keep on having that interest? Am I willing to 
study for it? Am I willing to start at the bottom and work up? Have I the time 
and money to put into preparation? Will I be satisfied with my choice twenty 
years from now? What will the job be like twenty years from now? 

[After you have answered these questions to your own satisfaction, you will 
still find that Fate has a very clever way of upsetting the vocational apple cart. ] 
Nevertheless, choose your work. Get a job in it. Stick to it unless you can better 
yourself by changing. [Listen for Opportunity to knock at your door. Go to bed 
with your clothes on and a flashlight at hand and, when Opportunity comes, say, 
“I’m ready.” } 


JUNIOR OAT TEST 


ip in your hest style the following copy from Kevs ot Fortune. hy G Noel Bolir 
Illinois. The regular edition of this title is available, while stil n stock. tor 


iger. of Shelby- 


‘ enty-fite cents a 


(Ty 
vill 


pe 


copy postpaid ; deluxe edition, thirty five cents.) 


BEGIN AT THE STARTING 


college man is because the man thinks 
LINE. The road to big success is 


he shouid start in on too high a level. 





paved with bricks of little successes. 
The surest and safest way to reach 
the destination is to start at the be- 
ginning. If a child in the fourth grade 
were suddenly placed in the eighth 
grade, he would be unable to work 
the problems presented to him be- 
cause he lacked the “in between” 
knowledge. 

If you suddenly found yourself ina 
position of great responsibility, with- 
out the necessary foundation training 
for carrying on the task, it is doubtful 
if you would succeed. Any number of 
times, vast fortunes have been com- 
pletely dissipated within a few years 
simply because the heirs did not have 
the ability to assume the care of the 
wealth left them. 

Among businessmen, it is not un- 
common to hear someone say that the 
only reason he does not like to hire a 


16 


College men are sometimes passed by 
for that very reason. 

Try this pian. Take a piece of paper 
and a pencil. At the top of the paper 
write down the name of a person who 
is now doing a job that is similar to 
the one you have set fora goal. Be- 
neath his name list, if you can, the 
various jobs he has passed through, 
and the number of years spent in each 
one, in reaching that pinnacle of fame. 
Almost invariably, you'll find that the 
successful person started out in a 
small, inconspicuous manner and has 
reached the top only after years of 
effort and careful planning. 

Possibly you could follow the same 
road to success as the one you have 
outlined on the piece of paper. At 
least, from it you may get a good idea 
of a place in which to start.—G. Noel 
Bolinger, in “Keys of Fortune.” 
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(See 28 and 49 for OGA Tests.) 


Typewriting Test 
Instructions 


The Junior Test is a one-page plain 
copy test, for which typists are eligible 
as soon as they are able to copy the ma. 
terial without errors. Unless specifical. 
ly instructed here, the candidate may 
use either single or double space jn 
typing these tests, whichever will give 
the better arrangement to the copy be. 
ing typed. Headings are to he centered, 

Since the purpose of the OAT jx 
to focus attention early on professional 
typing standards, all work should be 
done with a good ribbon and should 
show an even touch and clear, clean 
typing, well arranged as to margin, 
centering, and alignment. 

Erasures or typographical errors will 
disqualify a test, but all tests may 
be practiced as often as necessary to 
secure the desired result up to the day 
tests are due to be submitted. 


Senior Test 


Typists must have qualified at 40 
words a minute to be eligible for the 
Senior Test, although the test itself 
does not have to be typed at that rate 
because it involves problems of ar- 
rangement or production. 

For this month’s Senior Test, type 
up in outline form the gist of the 
article by Arthur Dean (Finding a Life 
Work), which appeared several years 
ago in the Journal of Education. Show 
both author and source. Use the four 
italicized word groups as your main 
divisions (I-IV), disregarding the fig- 
ures and letters in the original copy 
and summarizing the copy in lettered 
and numbered groups under those four 
new headings. The bracketed parts of 
the copy may be omitted from your 
summary. 

Check your finished outline care- 
fully before submitting it, to be sure 
that you have included all the perti- 
nent material from the original copy. 

See that your name and school ad- 
dress appear in the upper left-hand 
corner of your paper, and make a note 
(in minutes) of the time required to 
type the test. 

Indicate whether certificate and/or 
pin is to be sent you if your specimen 
qualifies for an award. And be sure 
that the proper fee (certificates, 10 
cents; pins, 50 cents) accompanies 
your test. 

Address papers to the Gregg Awards 
Department, L6th Floor, 350 W. 42 
Streei, New York 36, N. Y. 





All clubs of test papers should be ae- 
companied by a typewritten list of mames 
to expedite checking and assure accuracy 
in making out certificates, February copy 


is good as membership tests for OAT, cT. 


and OGA until March 20, 19514. 
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abrasive 
abutment 


acetylene 
acoustic 


adhe sion 


ogmixture 


aggregate 
agitator 


air-entrained 


airproof 


oluminum 


omperage 


annealing 


anode 


antifriction 


apron 


arc welding 


asbestos 


asohaltic 


axle 


backfilling 
bedrock 


duoy ant 


cableway 


caisson 


calibration 


caliche 
calking 


cantilever 
cathode 


cellular 


Centrifugal 


ceramic 


clamshel| 


cofferdam 


compaction 


ompression 


compressor 


conduit 
conical 


Contraction 
conveyer 


Corrosion 
Corrugated 


~~ 
; 
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Construction 


Terms 


Compiled for Today's Secretary by Audrey Barry 


_ 
counterweight a 
coupling _ 
i¢ ~ 
crankshaft pear 
7 
crawler — — 
creosoted ~Z a 
crucible Pe - 
= 
culvert 7 7 
cupola pel!” 
CO 
curing yu 
cut-and-fill wf 


cylindrical 
dampproofing 


datum j J oF 
dehydration / 


deoxidation 


derrick A 


» 


detonation F <i 


dewater 


diesel 7 P 
ditcher ~6 


dragline  _ titi 
dr awbar 4 4 


dry dock 
ductil ity 


earth-moving Cc i 


electrodes 


electrolytic a 
emulsified 


erosion — 7 


ferrous o~ 


finisher < 
foot-pound “7 


formwork é ~ 
foundry 


galvanizing / ~ 
generator / , 


girder 
gneiss a 


gooseneck - ¥ 


gradation 


graphite ' f 


grout 


gypsum pb 


hammerhead . 


he adframe o 6 
heavy-duty 


heliarc 2 ~ 
hoist ec 


holing through < 


hopper P 


LS 





hydrated P 
hydraulic . ———e 

a= 
hydroelectric _ 2 
| beam } el 
ingot oO, 
inlets eee 2 
insulation ~y 

~ 

intake 7 od 


jackhammer Jdo-— 
jorst 


jumbo 
kiln if thin 
lagging i  % — 
laminated . L2H—BO 
/ 
lathe N - 
limestone X > ~— 
longitudinal . 7 
~ ee 
louver . y r 
macadam 5 Do 
magnesium Z 
~ ee” 
mandrel 7 / 
mangane se oa 
masonry qs 
monol ithic ‘ _-* 
mortar , “ 
nonferrous =< 
= ~ 
i i- 
outrigger < 
‘ 
oxy acetylene Zr a 
@ 
parabol ic 4 . 
penstock a . 
permafrost 2 ¢ 
permeable c ~~ 
pilaster é 6 


pile driving Q yd 


pinions Cc _— 
plumbness ( 2 7 
ply wood ¢ 
pneumatic ae 

' (st 
portland cement Y 
powerhouse {7 


precast 
prefabricated YY 


prestress A! 


prime mover 


quarry Cc” 
refractory — 


resilience rad 
riveting f 


roadbed . 
road building 


A + 


rotary - euitl 
i — 
salamander é_2 i 
sandblast 2 A ' Jo 
sand stone € _ 2 
scaffold 2 2 
scarifier 7 Se 
. - 
pm—y 
sedimentation A 
sheet pile -_ 
shoulders i 
silicon é 
F 
siphon jail 
solder oO 
F ve 
spillover e ¢ 
spillway ae 
stabilization 42 
stiffleg tf 
Cc 2 Y 
stock pile A . 
stringer , i 
| 
stud welding 7 F 
subbase b 
subgrade - 2 i 
subsoil Z2_— 
f 
subsurface m4 
sump 2 7 
superhighway Co 
superstructure a_i 
$ — 
suspension G a 
tandem 0 
2 
tarpaulin 7" - Cv 
tempered 0 . 
( Tt 
templates ‘ 
tensile ( é 
thermal o* ad 
tie bar yo 
@. 
torque ‘ 
tractor y a = 
transverse <r 
tremie pr > 
trencher ? x 
turbine LQ 


underpinning 
vibrator 


viscosity 
vitrified 





wall boards 
water- bearing 


water-resistant 


winch 77 
windrow a 
zinc 
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Each year the Rogers give awards to the school i re ; / 
in the United States having the best safety record. 2 — ry i. | in 
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For full particulars about entering the 1953-54 OGA Contest, see the announcement 
1 the December issue of TODAY'S SECRETARY. This Contest copy, which is to 
be used by all contestants—whether students, teachers, stenographers, or reporters 
—is being repeated here for your convenience 

All specimens written from this copy will automatically be entered in the Contest 
If you wish your notes considered for OGA Membership also, address them to the 
Membership Examiner instead of to the Contest Committee. Candidates wishing to 
apply for Membership only, should use the February test copy on page 28 
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The Contest closes on March 1 (papers from outside the United States will be ac- 
cepted up to March 15), and all entries must be in our hands on or before that date 
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Words 


Key to teasers on page 37 


ACCENT ON SYLLABLES A FOREIGN PUZZLER 


c; 8. d; 


1. charge; 2. ap; 3. ex; 4. ver; 5. dult; l. f; 2. a; 3. j; 4. g; 5. b; 6. i; 7. 
6. pos; 7. ced; 8. per; 9. tail; 10. cli. 9. e; 10. h. 
THEY SOUND ALIKE—BUT 4 GEOGRAPHIC SPELLING BEE 


already; 4. 2. Cincinnati; 3. Rio de 


Ashev ille : 
10. Pittsburgh. 


l. currant; 2. straight; 3. 
boughs: 5. 


compliments; 6. ought; 7. 
therefor: 8. 


its: 9. forgo: 10. role. 


WHAT IS THE PAST TENSE? 

1. began; 2. heard; 3. chose; 4. 
5. forgot; 6. shrank; 7. ate; 8. 
brought; 10. ran. 


swam; 
hung; 9. 


Janeiro; 5. 
6. Philippine s; 8. Chattanooga; 
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GO PLACES with Waldon Roberts Granann 


Temple of Apollo 
Pompeii 


Do As 
The 


Romans 


Do! 





Ancient Rome produced 
the finest in art. Make 
your typing—and your 
erasing fine 
Do as the 


arts, too 
Romans do 
—as eraser users do the 
world over Use aill- 
quality Weldon Rob- 
erts Erasers to Correct 
Mistakes In Any Lan- 
guage. Styles and sizes 
at your dealer's for your 
exact requirements 
WELDON ROBERTS RUBBER CO. 
Newark 7, N. J. 

World's Foremost Eraser Specialists 
3900 TRI-PLY WHISK. Typists’ 
favorite. Weldon Roberts Eraser No 


199 with brush 
ink eraser 


Center ply soft gray 
Two outer layers red rub- 
her for erasing pencil 


Enranmus 


Correct Mistakes in Any Language 

















ne 


COPY- 
HOLDER 


@ “sight-level” 
convenience 


@ all-metal — 
one piece 


@ neat, clean 
appearance 


The Liberty Copyholder puts all copy in 
full view, at correct angle for easy, efficient typing. 
Designed so it will hold even a heavy book 
without tipping. Made of heavy gauge steel 
with soft grey finish. Size, 7” wide, 94" high, 
6” base. So low in cost ... you can afford 
one for every typist. 


ORDER NOW by moil if not available 
from your stotioner. 


BANKERS BOX COMPANY 


Mokers of Liberty Record Storege Products 


720 S$. Dearborn Street + Chicago 5, Illinois 











OFFICE SHOPPING CENTER 





eee RE, like the weather, remains 
a topic to talk about but little more 
There are ways, however, to curb a slope 
or a slumy One is to keep a rather con 
stant check on vourself the other is to 
buy, beg, or borrow a chair with built-in 





good posture. To meet this last require- 
ment is the aim of the Do/More Chait 
Company, of Elkhart, Indiana, with their 
20th Century model. Adjustment controls 
almost hidden, the chair’s simplicity ot 
lines becomes « vident, the mode mh design 
apparent in the molded foam rubber 
backrest and seat, nontilting back, one- 
piece cast aluminum trim, and rubber 
bumper guards. A chair of maximum 
comtort and support. As added insur- 
ance, it is individually fitted by a trained 
specialist, who will also instruct you on 
how to get the most out of posture seat- 
ing. And that’s what we're after, isn't it? 
Prices, finishes, and much more informa- 
tion can be had by writing the company. 


William Was Wrong. Shakespeare had 
a word for it—in fact, several—but for- 
tunately, he was wrong. “Sound and 
furv’? No longer—not with the new Dic- 
taphone Time-Master “5.” The Dicta- 





phone Corporation, applying the elec- 
tronic idea to its product, has come 
up with a new model that, obviously, 
Dictaphone can boast about. For your 
boss, such features as the machine's easy 
portability (12 pounds), attractive de- 
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sign, and ease of Dictabelt mailing will 
be prime assets. To you, other features 
ot Time-Master “5 will be more im 
portant. The thin red-plastic Dictabelt, 
on which the material is recorded, actu- 


‘ 


ally SCCLTIIS i 


lmiprove your dictator's 
voice; and it provides uniformly meas 
ured backspacing It's a snap, too, to 
file Dictabelts away tor quick playback 
reference The machine is easily adjust- 
able for control of volume and speed 
It’s designed for sm-o-o-oth transcribing 
with a minimum of mechanical interrup- 
tion Phe claims of — the 
manufacturer of the Time-Master “5” are 
worth vour attention Dictaphone 120 
Lexington Avenue, New York 17), will 
welcome your inquiries and will gladly 


demonstrate the new model tor vou. 


pe rlormance 


A “Dilly” for Your Desk! If your desk 
could use a Hip, a flair, a tidbit tor con- 
versation, we'd like to introduce the Let- 
terbug He is just about the cutest 


bug you ll ever set and he’s a regular 





bear tor holding letters and memos. At 
home, he could becom«e a napkin holder 
or (heaven forfend!) even a bill-catcher. 
A bright red plastic head and wrought- 
iron rings make up the Letterbug. The 
price? a mere $1.75 postpaid, trom the 
Pinesbridge Studios, Ossining, N. Y. 


Magnetism for You. A pencil that is 
designed to stick close to your side is 
the magnetic “Step-Saver.” A fine me- 
chanical pencil, held by a magnet to a 
strip of gold-tooled leather, this product 
is made by the E. J. Eller Company, 
1000 Sutter Street, San Francisco 9. The 
strip of leather is coated on the back with 
a pressure-sensitive adhesive that attaches 
to any dry surface. You could use the 
“Step-Saver” in innumerable  places—at 
home, in your office, wherever a_ pencil 
is frequently needed—and never found. 
Obtainable trom Eller for $1.65, post- 
paid. Satisfaction guaranteed. 


The Spittin’ Image. This machine fits 
in perfectly with what we have in mind 
this month. The Develop Combi is a 
single-unit photocopying machine that 
claims savings in time, space, cost, and 
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work operation. In a nutshell, it provides 
coples of records and charts 
black printing on white background ) of 
any written, printed, or drawn material 


positive 


Ith under 15 seconds. The re, We made it! 


It sounds more than good and definitely 


% 
r 





worth your investigating. The “Combi” 
and seven additional models are distrib- 
uted by the Copease Company, 270 Park 
Avenue, New York City. Your inquiries 
will be most welcome 


Swingline for Stags? Of course—why 
not? The man in your office or your life 
will appreciate this four-in-one stapler, as 
well as you. The Swingline 77 combines 
the functions of a desk-stapler, plier, and 
tacker. Slip the stapler free of the base 
and you have a hand plier; swing back 
the head and it becomes a tacker. All this 
and a “kangaroo pocket” too, holding a 
reserve of 500 staples that makes frequent 
trips to the supply room unnecessary. 
Quite handsome, this Swingline 77—sleek 
and modern, In pearl or assorted colors, 
with a panel for personalizing. The price 
is only $2.50, at distributors 


Of Pens and Glue. Ball points have 
revolutionized the pen industry. The 
Stratford Pen Corporation plans to do 
the same for Industry’s glue-pots. Out 
now is their Kwikee glue dispenser, tor 
use in office or home, or even while com- 





muting—without danger of spilling. The 
dispenser is refilled in a jiffy by screwing 
a new vial of glue into this streamline 
modern tool. It should save you many 
sticky fingers and fussy moments. $1. 





lave 
The 
do 
Out 
for 
om- 





The 
wing 
lined 
many 


l. 





ABUSE OF COMPANY PRIVILEGES 


(Continued from page 21) 








been left unattended. It is up to 
the supervisor to straighten out 
4 situation of this nature; or, better 
still, to prevent it. Be sure to see 
that there are always two or three 
girls to cover every six or eight 
phones during the morning and aft- 
ernoon breaks. 

The same applies at lunch time. 
Where a company does not have a 
strict policy of specific lunch peri- 
ods, again it will be up to the super- 
visor to make some arrangement 
for arotation plan so that the phones 
will be taken care 
of. In talking with those in your 
department, you might, at first, ask 
for volunteers for the special hours, 
leaving it to the members after that 
to work out any shifting of plans 
that might be necessary. 


adequately 


THERE IS ANOTHER SIDE of the pic- 
ture that we must also look at—the 
employees attitude. At a recent 
meeting of supervisors, the prob- 
lems mentioned in this article were 
discussed. One supervisor, however, 
came up with a thought that no one 
else had expressed. She said that 
her company had made a study of 
lost time. Each person was care- 
fully interviewed. Time after time, 
the offender was not aware that 
he was not working all the time. He 
simply did not realize he was wast- 
ing time. 

But the real shock to us came 
when many of the clerical workers 
said, in effect, “We don’t under- 
stand why you are mentioning this 
because, in the letters and literature 
you sent us before we came, you 
emphasized that working here was 
fun. You mentioned the parties, the 
lounges, the glee club, the pleasant 
surroundings, but you did not men- 
tion a thing about work; so we 
thought it was secondary.” Hard to 
believe? We agree, but could it be 
that we are overstressing the fun 
angle in getting the young people 
into our firms and then are amazed 
when they don’t produce? 

The supervisor who made this re- 
port said that, after the Lost-Time 
Study had been completed, her typ- 
ists and stenographers did not revolt 
when timesaving habits were tact- 
tully pointed out to them. Here is 
how she went about it. 

1. She asked the girls in her 


group for suggestions for improv- 
ing their own work habits. Each 
girl came up with at least one idea. 
Some of the best were: 


a. Make a sign for each desk say- 
ing “Is this trip nece ssary? ( This 
was suggested by a worker who 
was continually leaving her desk. ) 


b. Jot down the items that you 
need to do instead of springing 
up every minute for some new 
thing. 


c. Keep track of your time with a 
schedule that tells how you spend 
it. (This worker suggested keeping 
the schedule for at least a week 
with comments on improving. it. 
Such as: 8:45 arrived at work; 9:00 
ready to start work; 9:15 left desk; 
9:25 returned to desk—wasted at 
least five minutes here. ) 


d. Look over the things at the 
close of the day that you plan to 
do tomorrow, to help you get a 
better start. 

And how much wiser it was to 
have the employees make these sug- 
gestions rather than 
have the supervisor give a series of 
lectures. 


themselves 


2. She and her group got together 
and read over memos curtailing 
certain privileges, until it became 
apparent to the employees that 
these had been written only after 
someone had abused a _ privilege. 
The girls soon decided that their 
goal now was to keep all the privi- 
leges they could. 


3. Lastly, she explained to her 
group that although companies are 
sprucing up their offices, supplying 
beautiful rooms, 
swimming pools, etc., these things 
are all being done to make the 
working life of each employee a 
happy life. But, she told them, they 
must remember that it is a working 
life—one that brings them a pay 
check “for value received.” 


lounges, game 


ONCE You MAKE those in your de- 
partment understand that company 
privileges are given for the em- 
ployees’ use—not their abuse—you 
will find everyone selling a com- 
plete 60 minutes when charging for 
an hour. 
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can take 
Dictation 


yo gu 
Ayster 






am 
In your spare time 
1{T HOME .. . with- 

— out spending much money, 

= - 

= or annoying others ... by 


practicing from records 
that impersonate “the Boss” 
at increasing speeds, 


WORK UP 
EVEN TO 
COURT-STENO 
SPEED 


7, > 
(ileration 





(WSC 


Here’s a pleasant system devised by 
professional speed-stenos, set down 
in accelerating speeds on 78rpm or 
3344rpm records playable right on 
your own home phonograph. You 
start at your present speed ... you 
listen, you write, you keep practic- 
ing, going from 60 to 80 to 100 to 
120 wpm before you realize it! This 
is combining business and pleasure 
with a vengeance! Get DICTATION 
DISC now! 


Imagine that boss’s surprise 
and satisfaction when you sit 
there waiting for him to spout 
faster. And he'll be rewarding 
you with a boost in salary, too. 


ORDER TODAY! 


USE COUP fp 
COUPON TODAY (2 


DICTATION DISC CO.., 
BOX 637 
90 Church St., New York 7, N.Y. 


Standard 78 rpm—$2.50 each 


( ) No. 1 60 & 70 wam 
( ) No. 2 70 & 80 wam 
( ) No. 3 80 & 90 wam 
( ) No. 4 90 & 100 wam 
( ) No. 5 100 & 110 wam 
( ) No. 6 100 & 110 wam 
( ) No. 7 110 & 120 wam 
( ) No. 8 120 & 130 wam 
( ) Complete set $18.00 


Long Play 33'14—$5.00 each 
( ) No. 1 60 to 90 wam 
( ) No.2 70 to 100 wam 
( ) No. 3 90 to 120 wam 
( ) No. 4 100 to 130 wam 
( ) Complete set $18.00 

( ) Entire series $33.50 
ilso a complete series of court report- 


ing records in speeds ranging from 140 
to 250 wam,. Literature on request 


NAME 


Enclose check or m.o. 
C.0.D. orders accepted 
Absolute quality guarantee 



















“You Don’t Have To 
SOFT ROLLER ME 
When You Use The New 
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INDEX TABBING With 










Blank Insert 
Strips 





For Titles! 













Pica Spaced Inserts!”’ 
“| Am 
Accurately ‘ ” 
| spaced | ~SAVES 56% Typing Time 
For on Typing 1, 2 or 3 Line Titles 
= Use.” e Typing is Faster, Easier. 
[ | @ Always On a Straight Line! 
t | e Titles Are Neater. Cleaner! 
| An e Ends The Need For Tedious, 
T AICO Fatiguing Soft Roller Work. 
Exclusive! . " 








Easy) ‘TO! ‘cur | {10 ) TANY | DESIRED” Vics > 
NO SOFT ROLLER REQUIRED ‘f : 


jlo 


IT’S THE SPACING THAT DOES IT) \ 
The new AICO TYPERITE TABBING has Y * 
blank inserts spaced exactly 2 and 3 picas deep to permit 
use of the line space lever when typing titles. This ends the 
need for soft roller work when centering or positioning the 
titles on the insert strips. Just set the line space lever for 
1, 2 or 3 spaces and you breeze right through the job. 


Now, At Your Stationer or Write Dept. 5 For FREE Sample! 


AIGNER 
INDEXES 


97 Reade St., New York 13, N. Y. 
426 S. Clinton St., Chicago 7, Ill. 

















ABSOLUTELY SAFE .. . NO CARBON-TETRACHLORIDE 
TO GUM AND GOO/ 


with the amazing 
type cleaner... 


Cleans type CLEANER... 
dauber prevents spattering. Non-inflammable. 


. Easier! Sturdy 


Slow-evaporating and therefore more econom- 
ical. Make your letters SPARKLE. Save time and 
money. Anyone who has to produce GOOD 





60¢ aot all stationers 


and typewriter dealers 


letters will appreciate this reliable dirt-chaser! 

























TOO MANY? TOO FEW? 


To you who have been reporting shortages in your bulk pack- 
ages of TODAY’S SECRETARY: We have been sleuthing for the 
cause of the miscounts some of you have been suffering, and 
we believe that we now have the trouble “licked.” If you should 
discover any shortage in future deliveries of your magazines, 
please 


—drop us a postal card immediately, stating the 
number of copies needed to complete your order 


and the magazines will be rushed from our New York office at 
once. We appreciate your patience and help in correcting the 
errors that have occurred.—Subscription Department, Today’s 
Secretary, 330 W. 42 St., New York 36, N.Y. 
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SECRETARY TO BENNETT CERF 


(Continued from page 11) 





every department. Everyone is inspired to do his 


very best. 


I wonDERED how Pauline managed to handle the many 
phone calls that must come in for Mr. Cerf, and 
learned that a smart little system keeps her phone from 
ringing all day long. 

The switchboard operator, being the kind of person 
Mr. Cerf is wise enough to surround himself with, is 
familiar with the names of the callers who should be 
put through to Mr. Cerf immediately and knows when 
he is not too involved to receive these calls. She is 
usually able to handle the others, too, getting informa- 
tion and messages to give to Mr. Cerf or to Pauline. 
When the caller is particularly difficult, insisting that 
he must talk to Mr. Cerf at once (but for reasons of 
his own he won't explain to the operator what it is 
about or why there is such urgency ), she switches him 
to Pauline. 

Skillfully, Pauline manages to find out why he wants 
to talk to Mr. Cerf. 


judgment and thorough knowledge of her boss and 


Then, with a combination of good 


his interests, she may promise that she or Mr. Cerf 
will call back after she has had a chance to see her 
boss about the matter. Or, she may take care of 
herself—and, having talked with this girl, I know that 
the caller hangs up feeling that he has received cour- 
teous attention. 

Visitors don’t come barging in on Pauline. The spa- 
cious entrance hall downstairs is regal enough to give 
pause to any visitor, and the pleasant receptionist is 
able to do the rest. Only the visitor who has legitimate 
business with Mr. 
that office. 
member of the organization. 


Cerf is allowed to go upstairs to 


Otherwise, he is referred to some other 


WorkING witH Mr. Cerr gives Pauline an excellent 
store of jokes, for he often tries them out on her. 
Pauline remembers the fun everyone in the office had 
when Mr. Cerf decided to do the first of his books of 
humor. “I’ve been elected to write a book of jokes,” 
was, in essence, what he told them. “Let me hear about 
anything funny that happens to you.” Each member 
of the staff tried to outdo the others in reporting hu- 
morous incidents. Mr. Cerf, hearing them, would take 
off from there, and a story would be written that was 
to give you and me many a chuckle. 

But Mr. 
laughter, important as that is. 


Cerf has given you and me more than 
It is he, perhaps more 
than any other one individual who has been respon 
sible for taking the great classics of the past, and the 
best books of today, off the library shelves and into 
our homes. In almost every home in this country may 
be found at least a few of his volumes of the Modem 
Library, the first inexpensive edition of fine books t 
be made available to the public. 
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Pauline is justifiably proud of the Modern Library, 
the American College Dictionary, and the Landmark 
Series for teen-agers; and she’s looking forward to the 
publication this year of an important new novel by 
William Faulkner. 

Pauline Kreiswirth is proud of Random House and 
of Mr. Cert’s accomplishments, and extremely modest 
about the part she herself plays in the stately old man- 
gion Where there is so much intellectual activity and 
so much of the calmness of efficiency—a calmness that 


matches the mood of the marble stairway. 


Bt r POW did vou CVC! happen to become secretary to 
Bennett Cerf?” T asked, as a parting question. 

“Very simply.” she replied in characteristic fashion. 
Before he left to found Random House, she explained, 
Mr. Cerf had been vice-president of the publishing 
firm where she was emploved. He remembered Pau- 
line's Work and asked her to become his secretary. And 
the vears that have followed are proof that the right 
thing happened at the right time tor Pauline—and for 
Mr. Cert. 

Yes” savs Pauline. “Of course Wy job has changed 
iv life. just as any iob changes any virls life.” She 
is happily married and is quite sure she would have 
settled into a comfortable little housewifely rut if she 
hadnt had this job. She loves its stimulation, and says 
her job keeps her completely alive and alert. But the 
sparkle in Pauline’s eves convinced me that she would 
falien dull 
what she did. 


ever have into any routine, no matter 


PAULINE, Who types Bennett Cerf’s letters addressed to 


Random House authors like James Michener, John 
OHara, Samuel Hopkins 
literary figures, who greets them in the office or on the 
phone al Nobel Prize 
Winner), will add: “My job is fun yes—but especially 
so because L work for Mir. Cerf!” 


Adams. and other leading 


and who sends out cables for 


\ busy day at Random House is seldom trying for Pau- 


line because there's sure to be many a laugh. 
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NU-VISE STEEL SIGNALS 
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NU-VIZ STEEL SIGNALS 


What good are records if you can't 
4 FOR “VISIBLE” SYSTEMS 


find what you want when you want it? 


That’s why today’s secretary relies 





more and more on Graflco Signals Johnson 


and Maptacks to guide her search for CELLUGRAF TRANSPARENT 


SIGNALS FOR “VISIBLE” SYSTEMS 


Qo .° 
I 


information, to remind her, to flag her 
attention. 
4 


Available in many designs and 


colors to vitalize records and MAPTRCKS 


coordinate system control. tt __ 


At vour office supply dealer or 
GEORGE B. GRAFF 


COMPANY 
5+ Washburn Ave., Cambrides 


SIGNALS 
and MAPTACKS 
5 Under Control 


10, Mass. 
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Official 
Gregg 
Fountain 
Pen 


Experts agree that shorthand should 
be written with a fountain pen. And, 
the Gregg Official is the Pen of the 
Experts because it combines writing ease, 
durability, smart appearance, and low cost. 
fridium-tipped 14-carat gold point, 
magic breather tube. Jet-black, capped 
with Gregg emblem. Only $5.40. 
Make it “Official’—order from 
your nearest Gregg office. 


a 


20 per cent discount to teachers 
on orders for six or more 


Gregg Publishing Division 
McGraw-Hill Book Company, Inc. 


New York 36, 330 W. 42nd St., Chicago 6, 111 N. Canal St. 
Son Francisco 4, 68 Post St., Dallas 2, 501 Elm St 
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so I said to the boss! 


“Look boss—I want an Apsco 
Premier Portable pencil sharpener 
on my desk. I'll be more efficient 
and you'll save $1.49 per 

pencil.” Be the fair-haired gal in 
your office. Send for Apsco's 
FREE booklet, “THE 

MYSTERY OF THE HIDDEN 
COSTS” and prove the $1.49 story 


to your boss and yourself. 


Apsco 
products inc 
Dept. S-1 


336 No. Foothill Road 
Beverly Hills. California 


Apsco 











Hailed by thousands of secretaries and students all over the 
country! No more squeezing or pinching top sheets. You 
can slide out sheets individually as needed! Saves time 
probing for paper and gives you smooth, flat sheets ready 
THE BOX WITH for typing! Ask your stationer 


Tip for Sphinx Typewriter Papers! 
ing” 


CONTROL - 









Push up perforated 
finger-slot on bottom. Slide 
ont top sheet! 


SAXON PAPER CORPORATION 


240 WEST {8th STREET NEW YORK il, N.Y 
































FILING AT COCA-COLA 


(Continued from page 13) 








So, in 1951, Shaw-Walker was called in for confer. 
ences. Within a few weeks, one of their file consultant: 
had been assigned to Sallv’s office to reorganize and 
simplify the files. Day after day for a period covering 
almost two months, Mrs. Briggs, the specialist, studied 
the contents of the cabinets. Finally, her recommenda. 
tions were presented and approved and a new systen 
was installed. 

“Very simple—and very workable.” Mr. Perrin said 
about it. “And the proof is that even I can find things 
if | have to come in when Sally's out!” 

“It is simple,” Sally emphasized. Her hand went t 
Drawer One in File One. “We use the alphabetic sys- 
tem generally —with one exception: our foreign bot- 
tlers. Because spelling and pronunciation are tricky in 
When a letter 


comes in from our bottlers in Nice, France or Heidel- 


these. we file them geographically. 
berg. Germany it gets channelled to the folder for that 
country and that citv.” 

ONE oO} 


SALLY'S SPECIAL JOYS is her card index. “It's 


wonderful for cross reference,” she explained. It lists 
every document in the file, with special cross-reference 
cards in color. 

“Just that 


me to check on a radio contract 


wants 
one that dates back 
say, to the “Spotlight Band’ show we had on the Blu 
Network during the War. A look at the card index 
would show entries on special colored cards under 
both “Blue Network’ and ‘Spotlight Band. And,” she 


added, “the card would also indicate whether thos 


suppose one of our executives 


papers had been microfilmed. We did our first micro- 
filming several months ago, but expect to continue as 


files grow.” 


MICROFILMING WAS UNDERTAKEN, Sally went on, after 
Shaw-Walker had completed organizing the files. “Tt 
took a long time, but we think it was well worth it, 
she said with conviction. 

The day the camera was moved in and the actual 
work of microfilming started, Sally began taking out 
papers, a few at a time. She passed them to the man 
handling the camera and then “stood by” to see that 
they were replaced in folders just the way they had 
been filed originally. When the project had finally 
been finished and two complete sets of microfilms wet 
ready for storage, Sally breathed a long, deep sigh 


of relief. 


the microfilmed sets stored, she was 
Behind the stee 


AND WHERE are 
asked. 


doors? 


At headquarters, perhaps? 


Her answer was soft but firm. “I don’t believe I ca! 
give you that information,” she said. : 
Soft but firm! Just the way a sweet lady sentiné 


should say it. 
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SECRETARY IN PERSONNEL 





(Continued from page 16) 


is hired. In the company’s administrative personnel 
department all sorts of records and files must be kept 
on each worker. Here, brunette, blue-eyed Jennevie 
Froistad serves as private secretary. Her work is typi- 
cal of a department that does no hiring, and therefore, 
gives no tests. “Variety, plus,” describes her job, also. 
Jen, a sincere, quiet girl with the friendly smile so 
helpful in personnel work, helps keep 600 administra- 
tive emplovees happy. She sees that office machines, 
furniture, and equipment in 26 departments are kept 
in tip-top shape. She types and files confidential re- 
ports on employees, opens the mail, and composes let- 
ters in reply to many. She takes and transcribes up 
to 15 letters a day. 

Jen’s job wouldn't be typically “personnel” without 
that interesting odd job. Recently she was made as- 
sociate editor of her department's little newspaper, 
the Moccasin Telegraph, and is getting a kick out of 
gathering news and writing features. 

Jen, who formerly worked in a small New Orleans 
insurance office, likes her present job much better. 
“Maybe there are more privileges and freedom in a 
but, in didn't meet 
people,” says Jen, who definitely prefers to work where 
there are lots of people! (She's very active in the St. 
Paul chapter of the National Secretaries Association. ) 

“Contact with people” for Jen and other Brown & 
Bigelow employees often means meeting personally 


small office; insurance, | many 


such celebrities as the Dionne Quintuplets, who posed 
for a calendar, and the famous baby photographer 
Constance Bannister. who sells her work to Brown & 
Bigelow. 
So FAR, weve neglected to mention education 
needed by personnel secretaries. Today it’s not too 
the 
future college training in vocational psychology might 


important whether you've gone to college. In 


possibly be required if a girl wishes to do interviewing 
and testing. Marguerite, Mary, and Jen all have dif- 
ferent educational backgrounds. 

Mary Schreyer learned her skills in high school. 
Marguerite Daly attended college for several quarters; 
feels her course in the psychology of dealing with 
people helpful but not essential for her present job. 
Jen attended both a university and a business college 
but took no special courses for personnel work. The 
trend is toward requiring college work, and there is 
a good future for the girl who has a college education. 
Personnel secretarial jobs that do not include inter- 
viewing and testing pay only an average wage; the in- 
‘fease in pay comes with the increased responsibility 
ot handling interviews. “If a girl has the aptitude and 
taining, she can even become a personnel interviewer 
o office manager and earn as high as $450 a month.” 
dvises a state employment officer in Minnesota. 
Don't forget, though—you really must like people! 
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"IN OUR OFFICE 






THEY'RE  adbiedive 
and pomovalle” 


For labeling file folders, catalog sheets and charts 
—used for identification, visual index markers, 





map stickers—for air mail and special delivery 
stickers—address and address changes and hun- 
dreds of other uses. There’s no limit to the con- 
venience and utility of Avery Labels. 

And every office labeling job can be faster, cleaner 
and neater with Avery Kum-Kleen. There’s no 
messy gluing or licking, because Avery Labels 
are self-adhesive. They stick instantly at the touch 
of a finger—and stay stuck—yet they’re easily 
removed when necessary! 

dealers: Be sure your stocks of Avery Labels 
are complete for all office needs. Free sales aids — 


displays, mats and literature are available. See 
your Avery salesman or write for samples today! 






type, stamp or write on them 
--.you'll save time and money! 


Self-adhesive Avery Labels come in your 
choice of 25 popular shapes and sizes. 


Air Mart -— 
V-5051 ® 





V-6281 (Red and Blue) 


(Red) 
V-1216 V-6282 (Yellow and Green (Yellow 
V-B08 V-5053 
V-1224 — ; illustrations are Green) 


one-fourth actual size 


AVERY ADHESIVE LABEL CORP., Resale Div. 152 


117 Liberty Street, New York 6 ¢ 608 South Dearborn Street, Chicago 5 
1616 So. California Ave., Monrovia, Cal. ¢ Offices in Other Principal Cities 
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